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IBSTBACT 

This asanual provides usable guidelines and planning 
forls and naterials for planning district leadership conferences, 
which were designed and initiated in Washington State to leetth 
problems in student enro^laent and, conseguently^Distri 
Education Clubs of Aierica lenbership. The conferencies have becone a 
usef ul lea^s to increase studeiit-'peiber participation ^ and ■otiviltipn, 
leadership deyelopaent activities, and progran proioiipn. Specific 
planning inf oritttion is Included such as: checklisit. o^ du^t^^ ^i*^^ 
saipl^ agendas, budget, fees, registration, workshops; and ^^^^t^^ 
coipetitive activities, delegates and contestants, and awards; and 
certificates. Bore than three-fourths of the guide is devbied to 
appiendixes that include charts, forms, and checklists and specific 
instructibn/DECAthon/competitive event rooi layouts pertaining to 
■athenatics of distributibn, window display, speeches, situation 
handling^ sales demonstration, and job interviews. (EA), 
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The District Leadership Cotifereace Planner has been prepared for and is dedicated 
to the Distributive Education Coordinators and Chapter Advisors in Distributive 
Education Areas I- VII* All materials contained herein are Included with the 
following purposes in mind: 

!• To suggest procedures concerning the planning and conducting of 
District Leadership Conferences. 

2* To provide duplicating masters which may be used for producing 
District Leadership Conference materials. 

3. To clarify and promote the educational value of DECA activities. 

Materials contained within the District Leadership Conference Planner (DLCP) 
are not all inclusive and there may be errors or omissions. Though the DLCP 
was pilot tested in the field and suggestions from.Dlstrlbutlv6 Education 
Teacher-Coordinators 9 for Improvement ^ have been Incorporated in this, the 
final copy^ it Is hoped that you will make constructive suggestions which will 
bring forth improvement in the contents of the DLCP, 

Appreciation for the development of the District Leadership Conference Planner 
must go to those DE Areas which hosted the first District Conferences in Wash- 
ington and who were Involved in testing the usefulness of the enclosed material. 
A special thank you must go to Otto Logan, Program Director of Distributive — 
Education, for his support of the District Leadership Conference concept and 
for his encouragement in the development and completion of this manual. Kope- 
fully, this "planner" will aid the local chapter advisors in furthering the 
alms and purposes of DECA through District Leadership Conference activities. 



Dennis D. Coplen 
W-DECA State Advisor 
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HISTORY OF DISTRICT TJIADERSHIP CONFERENCES 



At the Distributive Education October Conference IVeld In 1968 a pamphlet 
titled ^*Why Have Reglonals?" was Introduced In order that Washington DE 
Teacher-Coordinators would have a basis for discussing the Regional Leader* 
ship Conference c^acept. There were several discussions held on the subject 
but /Regional Conferences were ^ not held in 1968 or 1969* 

In 1969 the State of Washington was organized into seven Distributive Educa- 
tion Areas called ''DE Areas I-*VII/' These DE Areas were formed in order that 
DE Teacher-Coordinators could meet together in small groups during the year 
for the purpose of discussing common problems in Distributive Education. 
However, the DE Areas also formed a meeting basis and a geographical bound- 
ary basis for initiating "Area or District Leadership Conferences*" In 1970, 
DE Areas IV and V piloted District Leadership Conferences* DE Area V held 
the first conference in Wenatchee on February 14, 1970 and DE Area IV held 
its first conference in Aberdeen on February 28, 1970, During the summer of 
1970 a manual, titled Suggested Guidelines for Leadership Conferences " Dis- 
tricts I-VII was written* This manual was distributed inEllensburg at the 
1970 August Teacher-Training Conference and was pilot tested in January and 
February of 1971 when DE Areas IV and V held their Second Annual District Con- 
ferences and DE Areas I, II, and III initiated their first District Leadership 
Conferences* 
•> 

It should be noted that the District Leadership Conferences were designed and 
initiated to meet the problems brought about by rapid growth in Washington 
DECA membership* Between the school years 1961-62 and 1970-71, student member- 
ship quadrupled and the number of W^DECA chapters tripled* With this growth, 
other problem areas evolved concerning W'^DECA's program of activities* 

Problem Area of Communications 



1* With additional growth in membership, the motivation of the individual 
member became more difficult* 

2* Upward, downward, and lateral communications became confused due to the 
increased load on inadequate and outmoded systems* 

3* National and State programs became more difficult to control due to the 
size of the communications system involved in order to keep each chapter 
Informed* 

4* Coordination of a single/multi state activities became more difficult 
to administer* 

5* Opportunity for "Idea-Exchange", or "Brainstorming" was reduced* 

Problem Area of Program Development 

1* An Increase in membership placed severe demands on the "Scope" of the DECA 
program of youth activities in its ability to appeal to widely diversified 
and varied levels and areas of interest* 
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Identification of participation in DECA activities by business at the 
grass roots level , was becoming lost or weakened by "Top Heavy" involve- 
ment, which didn't filter down to its most effective level. 



3. Membership got cut off from participation and recognition where channels 
were inadequate to handle increased size. 

Problem Area of Leadership Development 

1. Motivation of individual members became more difficult with an increase 
in membership due to a decrease in the % of members who participate. 

2, Opportunities for practical experience in all leadership activities 
diminished. 

As W'^DECA grew in membership, participation at the State Leadership Conference 
was reduced on a riUmb&r o£ members per chapter basis. From 1968*1971 alone, 
the number of student delegates from any given chapter who could attend the 
SLC was reduced from 12 students to 4 students. At the same time, the number 
in attendance at the SLC grew from 400 to 700 persons. Though the purpose of 
W~DECA is to involve students in activities which will develop leadership, 
this purpose would have become meaningless had not local DE Teacher-Coordinators 
taken the initiative to promote and pilot the first District Leadership Con- 
ferences which were held. 

Today, District Leadership Conferences have become one of the most useful means 
available to increase student-member participation and motivation, leadership 
development activities and program promotion. It is because of the District 
Leadership Conference activities planned in each DE Area that we in Distribu- 
tive Education are able: 

1. To provide for more student involvement in competitive events and 
other actii-isies of the youth program. 

2. To provide an opportunity for each DE student to gain additional 
knowledge about marketing and distiqibution. 

3. To provide an opportunity for each chapter member to meet DE students 
from other schools and to learn about the activity programs of other 
DECA chapters. 

4. To provide an opportunity for chapter members to meet other students 
having similar career objectives. 

5. To provide an opportunity for each student to participate in a realis- 
tic conference. 



PLANNING FOR A DISTRICT LEADERSHIP CONFERENCE 

The success or failure of your conference depends on the amount of planning 
that the DE Teacher-Coordinators in your Area are willing to do in advance of 
your conference date. This manual, though not a "cure-all" is designed to 
lessen your planning burden by providing you with useable guidelines and plan' 
nlng forms and materials. 
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PEYELQfMEWI 

Distributive Education Areas I^VIX provide the foundation and geographical 
boundaries for W-*DEGA District Leadership Gonferences. The use of the **Area" 
boundaries for District Leadership Conference planning has proven successful. 
Appendix I, page 29 shows the state organized into 7 districts which are 
identical to the present DE Areas I-'VII. 

AREA MEMBERSHIP 

Though the DE Area boundaries will remain fairly constant for some time,' it 
should' be noted that there will be the deletion and addition of DE programs 
in any given DE Area from year to year. In turn, there will be new DECA chap* 
ters every year. To keep everyone Informed of the changes, new sheets giving 
W**DECA chapter breakdown by a DE Area will be sent to you the first week in 
November of each school year. For the most current chapter breakdown by DE 
Areas please look at Appendix II, pages 31"'33. 

You will note from Appendix II that only High School Division chapters are 
listed. However, make sure to involve Mid -Management Coordinators from the 
various coninunlty colleges and vocational"* technical schools; and Preparatory 
DE Teachers from the high schoolis vhen planning your District Leadership Con* 
ference. 

DISTRICT LEADERSHIP CONFERENCE C Hf^^tfJiT^T OF DUTIES 

To help gain an overall view of the duties connected with planning and imple** 
menting a District Leadership Conference, a check list of duties is provided 
in Appendix III. In addition, every Area vill have to set down a time line 
for accomplishing various items on the "check^list." For example, at the 
first meeting, the DE leacher^Coordlnators in your Area might come up with a 
schedule of activities such as the following: 

General Arrangements * Two Months Prior to Conference 

Choose date and time for conference suitable to all. Be sure no local 
policies are unchecked or in conflict. 

Make a list and designate on lay-out map, facilities to be used. 
Determine agenda for conference. 

Make plans for meal or meals (suggest informal fast-moving buffet style 
for banquet). 

Determine what winners will be recognized (lst-*3rd, lst*-6th, etc.) and 
what awards and /or recognition will be given to these students. 

Determine what signs will be needed. 

Make plans for refreshments during breaks. 

Make ah estimate of costs anticipated and decide on cost per student. 
Determine specific responsibilities of all coordinators, 
Miake a complete outline of general plans. 

■ - -3 - 
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5. 

6. 
7. 
8. 
9. 
10. 
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11. Get a list of supplies for each eyent, such as pencils, paper, water, 
glasses, certificates, etc. Have them ready In advance. 

12. Get cotmnltxnents from Judges needed for competitive events, speakers for 
workshops and other functions, and from participating officials and guests. 

General Arrangements Less Than Two tfonths In Advance 

1. Prepare and send out conference memo and pre^reglstration forms 4-* 6 weeks 
In advance. 

2. Prepare programs at least 2 weeks In advance and be sure all Is complete. 
Be sure to double check this. 

3. Prepare written tests for competitive events. , 

Specific Arrangements Ten Days in Advance 

1. Make master list and schedule for contestants from Competitive Event 
Pre-Reglstrat ion Form, 

2. Preparation for conference registration should begin. 

3. Final follow-*up on coordinator's responsibilities. 

4. Follow up with judges and speakers. 
DISTRICT LEADERSHIP CONFERENCE DATES 

It is suggested that District Leadership Conferences be held the last week in 
January or the first week in February, This will allow the coordinators suffi- 
cient time to cover appropriate Instructional units and will allow every 
coordinator to return ^tate Leadership Conference Forms to the W-DECA State 
Advisor by the deadline date. 

It has been found that the Conference can be held in one day. Some Teacher- 
Coordinators have found they cannot get some students to attend a conference 
which is held on a Friday or Saturday due to weekend plans by parents arid 
family. However, the day of the week on which the conference is held should 
be determined by each Area since a variety of school schedules exist within 
the state. . 

POSSIBLE CONFERENCE SITES : 

.' Facilities r:-'-^'-' ■ 

It has proven successful to hold workshops and cpmpetitive activities at a lo* 
cal school facility, whether it be a high school, vocational- technical school 
or comminlty college. This is feasible when the District Conference is held 
on a Saturday, Usually the only costs involved^ are janitorial costs. However, 
no luncheon facilities are usually available on a Satiirdiay and thus bagged or 
boxed lunches have proven successful. The Awards Banquet can be held at a 
restaurant in close proximity to the school facility, 

NOTE : The preceding arrangement in suggested, whenever possible, because 
it provides adequate facilities for all activities at the most economical 
price. However, be sure to check that the eating establishment is a union 
shop. To hold the function in a non-union shop cpii Id create problems. 



City Locations 



In order to minimize the total miles traveled by all persons In your district, 
the following cities are suggested for the conference site: 



District I: Everett 

District II: Renton 

District III: Tacoma 

District IV: Longview 



District V: 
District VI: 



Wenatchee 
Kennewick 
Pasco 
Richland 
District VII: Spokane 



NOTE : Mileage charts for each district are contained in Appendix IV > 
pages • Though not all inclusive, they give approximate miles 

traveled to reach suggested conference sites. In selecting your con* 
ference site, mileage may not be the determining factor. For example, 
the number of judges needed, facilities needed, etc, may not be availa* 
ble in the city or area suggested for the conference site, 

SAMPLE CONFERENCE AGENDAS 

In planning conference activities, the objective is to use the time designa- 
ted for the conference most effectively. The following two examples are 
agendas used at two different District Conferences, 



EXAMPLE I 



10:00 


a.m. 


- 11:00 a.m. 


Registration 


10:00 


a.m. 


- 10:40 


a.m. 


Workshop 


10:45 


a.m. 


- 11:00 a.m. 


Live sales Demonstration 


11:10 


a.m. 


- Noon 




Contestant Orientation 


12:30 


p.m. 


- 4:20 


p.m. 


Competitive Activities 


4:30 


p.m. 


- 6:00 


p.m. 


Tour 


6:30 


p.m. 


- 8:30 


p.m. 


Awards Banquet 








EXAMPLE II 


8:00 


a.m. 


- 9:30 


a.m. 


Registration 


9:30 


a.m. 


- 10:30 


a.m. 


Conference Orientation 










an^ \ 










Contestant Instructions 


9:30 


a.m. 


- 10:30 


a.m. 


Contest Advisors 










and 










Judges' Meeting 


11:00 


a.m. 


- 4:30 


p»m. 


Competitive Activities 


11:00 


a.m. 


- 5:00 


p.m. 


Workshops and Tours 


6:30 


p.m. 


- 8:45 


p,m. 


Awards Banquet 



CONFERENCE BUDGET 

When determining or projecting your District Leadership Conference budget, 
make sure to be all inclusive for your total projected DLC expense will be 
the basis for estimating your conference registration fee. Items to consi- 
der in projecting total conference costs are: 

1. Coffee and rolls for judges and advisors. 

2. Material, printing and mailing costs of conference memo. 
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Material, printing and mailing ^osts of conference program, 
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4. Material, printing and mailing costs of conference invitations. 

5. Material and printing costs of signs used for headquarters room, 
meeting room and competitive event rooms* 

6. Material, printing and mailing costs of letters of confirmation 
sent to judges and speakers. 

7. Material, printing and mailing costs of thank-you letters sent 
to judges , speakers and special persons who will have been in 
attendance at the conference. 

8. Cost of meal at conference, banquet and/or luncheon, on a per person 
basis plus tax and gratuity per plate. • 

9. Cost of meals for all guests to be invited to attend conference ban* 
quet and/or luncheon plus tax and gratuities. 

10. Cost of flowers for decoration at conference meal function(s). . 

11. Cost of decorations at conference meal function excluding flowers 
but possibly including table center pieciis, special DECA napkins, 
name cards, etc. 

12. Cost of renting rooms for conference activities. 

13. Janitorial expenses if using facilities of a high school, coinmunity 
college or vocational'-technical school for conference activities. 

14. Cost of security officer if using school facilities for housing con** 
ference activities. 

15. Mafzerials and/or printing costs of conference registration packets 
including manila envelopes, name badges, facility layout sheets, 
conduct practices and procedure sheets, etc. 

16. Miaterial and/or printing costs of preparing competitive event packetis 
including specification and rating sheets, pencils, paper clips, 
rubber bands, etc. 

17. Material and/or printing costs of name badges and ribbons for judges 
and speakers. 

18. Material and /or printing costs of Certificates of Appreciation and/or 
Service for judges, speakers, and special persons involved in con" 
ference a<::tivities. 

19. Cost of awards (inedallions or trophies) for competitive event final- 
ists--lst-3rd place. 

20. Cost of Honor Award Certificates for competitive event finalists— 
4th-6th or 4th-8th place. 

21. Cost of ribbons for competitive event finalists— "Ist-Cth or lst-8th 
place. 




Have you received a written confirmation on meal prices? Have 
you designed your table centerpieces? Will you have a printed 
banquet program? 
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22. Cost of other awards desired for conference recognition such ai^ a 
rotating plaque^ etc. 

23. Cost of frames if certificates to judges, speakers, or competitive 
event finalists are to be framed. 

24* Other expenses to be determined by Area Teacher-Coordinators. 

CONFERENCE REGISTRATION FEE DETERMINATION 

In determining the conference registration fee per person, total ell projec- 
ted conference costs except cost of meal plus tax and gratuity per plate for 
advisors and student delegates. Next, estimate student delegate and advisor 
attendance at your District Leadership Conference. Ask each chapter advisor 
in your DE Area for an estimate of the number of adult and student delegates 
attending from their chapter or chapters. Next, plug in the figures you have 
obta7lned in the formula below: 

Total conference costs erxluding 
advisor and student delegate price 
for meal plus tax and gratuity. 

Estimated attendance by advisors 
and student delegates less 10% of 
estimate. 

You will note thac a 10% factor has been included in the conference registra-^ 
tion fee formula to adjust for the difference in the estimated attendance 
figures and actual attendance figures. Also, every conference has costs con* 
nected vith it that are never projected when determining total projected 
conference costs. Therefore, $1.50 per person has been included in the for* 
mula as an adjustment factor to cover costs not projected in your initial 
estimates. If your Area shoiTld end up with monies left over after registra- 
tion fees have been collected and conference expenses have been paid, deposit 
the surplus in a savings account. This will allow you to earn money on your 
idle funds and the following year provide your Area with funds to work with 
in the early planning of that year's District Leadership Conference. 

CONFERENCE MEMO 

The District Leadership Conference iPimo should be sent put no later than four 
weeks prior to the conference date and pre**registration materials should be 
returned no later than two weeks prior to the conference. Items which should 
be included in or attached to the memo are: 



1. 


Theme of conference 


2. 


Headquarters of conference 


3. 


Conference registration 


4. 


Attendance criteria 


5. 


Program of events - agenda 


6. 


Competitive events information supplement 


7. 


Junior representatives 


8. 


Publicity information 


9. 


Coordinator assignments 


10. 


Conference conduct 


11. 


Transportation 


12. 


Leadership discussion workshops 



A sample memo appears in Appendix V, pages 49 to 53. You should also enclose 
with the memo, 2 competitive event pre-*regis tration forms (sample shown In 



Per plate price of 
meal for advisors 
and delegates plus 
per plate tax and 
gratuity. 



Conference 
+ $1.50 = Registra- 
tion fee 



Have you written and sent invitations to workshop speakers? 



ERIC 



- 10 - 



Appendix VI ^ page 55), 2 workshop pre-reglstratlon forms (sample in Appendix 
Vli, page 57)9 a coordinator competitive events assignment sheet and copies 
of the~ official high school delegate conduct practices (sample in Appendix 
VIII, page 59). 

A memo sent out to BE Teacher-Goordinators in DE Area IV concerning one of their 
District Leadership Conferences appears in Appendix IX, pages 61 to 65. 

CONFERENCE INVITATIONS 

All persons to be invited to your District Leadership Conference should be in* 
vlted at least three veeks in advance and confirmation obtained • Suggested 
persons to invite are: 

Superintendents 
Principals ■ . ■•■.^^ 
Department Chairman 
Guidance Counselors 
Mayors . ■■ 

Advisory Committee Members 

Representatives of merchant groups and chambers of commerce 
Local and State leglslatlvei representatives 
Contest Judges 

WCTIKSHOPS AMD TOURS 

First, It must be decided how many workshops and tours will be made available 
to the student delegateis. No workshop should be more than one and one -*ha If 
hours in length and time devoted to a tour is dependent on travel time and 
type of tour decided upon. All arrangements for workship 

transportation should be completed two months prior to the conference, datis; v 
Speakers should be furnished with name badges, with speakers* ribbons and with 
conference programs upon arrival at the conference. Certificates of Appreclar 
tion should be prepared for all workshop speakers and companies participating 
in tours. Certificates should be presented to workshop speakers at the end 
of the workshop. For those companies host Ing tours, certificates can be 
mailed to the companies within two days after the conference. All speakers 
and companies Involved should also be sent a thank'-you letter. Ycu may find 
the form Illustrated in Appendix X, page 67, helpful in keeping track of 
items completed. 

COMPETITIVE ACTIVITIES 

For every competitive activity, avoid having preliminaries whenever possible. 
However, remember that a contest advlsor^s packet, physical facilities, judges 
and coordinators must be arranged for concerning every competitive activity 
whether It be a preliminary contest or a final. 

Judees : All judges should be invited at least two months prior to the 
conference date. The procedure found most successful to date is: 

a. Determine number and qualifications of Judges needed for each event. 

b. Call or personally contact prospective judges. 

c. After oral confirmation from prospective judges, send letter and 
copy of specification and rating sheets of the particular contest 
the businessman will judge. Sampl^^ letter is contained in Appen* 
dlx XI. Incorporate public speaking topic, sales demonstration 
product, etc. when applicable. You might also like to enclose the 
••DECA-What It Is, What It Does" brochure with your letters to the 
judges. 

d. Telephone follow-up just a few days prior to the conference. 

. . - 11 - ■.' 
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5. 
6. 
7* 
8. 
9. 



1. 
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Have you forgotten tp call the judges and again confirm their 
attendance at your DLC one week prior to the conference? 
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Judges should be invited to the Awards Banquet. If they do attend, they 
should be recognized. 



Competitive Event Advisors Packets : There should be a competitive event 
advisors packet for every competitive event or every preliminary and final 
of a given competitive event. The outside of the packet should contain 
the name of the competitive event advisor and competitive event assignment. 
The contents of the packet should include: 

a. General instructions to competitive event chairman (Apperulix XII), 
b« Specific instructions to competitive event chairman (Appendices XIII 
through XXV). 

c. Judge's information sheet (Appendix XXyi). 

d. Customer information sheet (Appendix XXVII), Applicable' to sales 
competitive events only. 

e« Judges rating sheets, one per judge/student contestant. These are 
contained in the W^DECA Handbook s 

f. Competitive event specification sheets. These are contained in the 
W-DECA Handbook , 

g. Abundant supply of competitive event problems or tests (where required). 

h. Competitive event final report forms (Appendices XXVXI I through XXIX, 
pages 103 to 105). 

i. List of contestants, 
j. Time drawing slips. 

k. Blank time sheets to be filled in after time slips are drawn by con* 
testants. (Competitive event time breakdowns appear in Appendices 
XXX through XXXI, pages 107 to 110.) 

1. Timing cards for competitive events (obtain times from Specific 
Instruction Sheet). 

m. 3" X 5** note cards for preparation room where needed, 

n. Entry ribbons. ; 

o. Judges name badges and ribbons. 

p. Judges appreciation certficiates (to be presented at end of competi*- 
tive event), 

q. Five pencils except in competitive events with written test where one 

pencil per contestant, plus extras will be needed, 
r. Three heavy duty rubber bands. / 
s. Note pads for judges.. / 

Manpower Needs ; (Assuming one preliminary section in each competitive event) 

a. Display event 

(1) Judges: 3 professional display personnel to set up and rate dis*- 
play windows. 

(2) Coordinators: Minimum of one for evexy group of 20 delegates. 

b. Mathematics of Distribution event 

(1) Judges: None 

(2) Coordinators: Minimum of one 

(3) Test Graders: Minimum of one for every 15 tests 

c. Sales Demonstration events hard, soft, & intangibles 

(1) Judges: Each event will need 5 with one of these acting as a 
customer. 

(2) Coordinators: Each event will need a minimum of one who will 
act as timer and statistician. 

(3) Students: Each event will need a minimum of one who will act 
as door proctor. 



Have you prepared packets for competitive event chairmen? 
Did you forget something that should have been Included In 
the packets? 
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d. Public Speaking event 

(1) Judges: 4./ 

(2) Coordinators: Minimum of one vrho will act as timer and statis* 
tician. - 

(3) Students: Minimum oiE one yho will act as door proctor. 

e. Impromptu Speech event 

(1) Judges: 4 ; ' 

(2) Coordinators: Minimum of one to act as timer and statistician 
for contest room. 

(3) Students: Minimum of threie, one to act as door proctor of pre- 
sentation room, one to supervise t^e contestants holding room, 
and one to supervise preparation room. 

£. Do-It-Now Speech event 

(Same manpower requirements as Impromptu Speech event except no one 
is needed to supervise a preparation room since preparation is not 
a part of this event.) 

g. Situation Handling event 

(1) Judges: 4 

(2) Coordinators: Minimum of one to act as timer and statistician 
for presentation room. 

(3) Students: Minimum of three, one to act as door proctor of pre^ 
sentation room, one to supervise the preparation room, and one 
to supervise the holding room. 

h. Job Interview - Boys event 

(1) Judges: 2, receptionist and male interviewer 

(2) Coordinators: Minimum of one 

i. Job Interview - Girls event 
(Same requirements as for Boy's Job Interview except interviewer 

should be a female) 

j . DECAthon event 

Manpower requirements for this event are a combination of the man- 
power requirements for the following events: Situation Handling, 
Sales Demonstration - Intangible, job Interview - Boys, Job Inter- 
view - Girls, Impromptu Speech, arid Matheinatics of Distribution. 

t^OTE : In the above manpower requirements, a minimum has been given con* 
cerning number of coordinators needed. If your Area does not have enough 
coordinators to meet the need, use mid-iiiandgement students and other adults. 

You will note also that the number iof jiidges^^^^^l'^^ in each event has a 
built-in precautionary measure in case b£ abs^enteeism. This is true 
except in the Display and Job Interview Evehts^^^ 

Drawing ; for Contest Time : You may find it easier to assign times in the 
DECAthon events since the time schedule :^ mo^^ complex than in the other 
competitive events. 

Times could be drawn for the Impromtu Spi^ech Eve (refer to Appendix 
XXXI) and this v7ould automatically determine the student's presentation 
and preparation times in other events^ ' If tit^^ assigned prior to.. 
^ the conference, then place enough copies of the master time sheet in the 

DECAthon event packets so every student will have one. 
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Have you ordered Certificates of Appreciation for your conference 
speakers? 



5. Competitive Event Room Layout ; Competitive event rooms must be checked 
the morning of the confererice to assure that every item is in its proper 
place. To aid you in t'>ettiag up the competitive event rooms, please check 
Appendices XXXII to XXXXIV, pages 111 to 115. 

You vill note that a layout sheet has not been provided for the holding 
room for Situation Handling, Impromptu Speech and Do^It-^Now Speech. Also, 
for setting up rooms for the DECAthon please use Appendices XXXII, XXXIII, 
XXXVI, XXXVII, XXXVIII, XXXX, XXXXI, and XXXXIV. * 

CONFERENCE GAMES 

Many tinsisve forget that workshops and tours are not the only device by which 
we can provide learning experiences and information for the student. Games 
can be educational as was proveti by DE Area III at their first District Leaders- 
ship Conference. The game used by DE Area III was titled, "DECA Mall-Pro- 
prletorship Recruitment.** The instructions and materials for conducting this 
activity at your District Leadership Conference appear in Appendix XXXXV. 

STUDENT DELEGATES AND CONTESTANTS 

Many have asked whether Preparatory DE students, other high school juniors^ 
and community college and vocational-technical school students in mid-manage** 
ment programs can compete. This Is a decision that must be answered by the 
coordinators in each DE Area. Most of the Areas, however, have used **mid-* 
management students'* to help with the conference activities but have not 
allowed these students to compete. Junior representatives (high school 
Juniors not in DE) have been invited to the conferences to observe the act i-* 
vitles, but have not been allowed to compete. Juniors enrolled in Prepara** 
tory DE Programs who are members of W'-DECA*s Prep Division have been invited 
to attend the cdnferenoas and, in so^ne Areas, these students have been allowed 
to compete. Regardless of the decision reached in your Area, remember that 
the District Leadership Conference concept was developed to provide more parti-* 
cipation for the cooperative DE student who is a metober of W^DECA's High School 
Division. 

ACTIVITIES TALLY SHEET 

When the pre-'registration forms sent out with the conference memo are returned, 
it becomes a time*consuming job to tally the number who will attend the con-* 
fere nee and, in turn, the specific nunter entered in each competitive activity, 
the specific number who will attend the various workshops, the number of 
junior representatives, etc. To help ease the burden of keeping statistical 
data, a sample Activities Tally Sheet is provided in Appendix XXXXVI, pages 
141 to 142. 

PROBLEMS. TESTS AND TOPICS FOR COMPETITIVE ACTIVITIES 

Problems, tests, and/or topics for the following competitive events may be 
obtained from the State Advisor provided two weeks notice is give. >: Situation 
Handling, Impromptu Speech, Display, Mathematics of Distribution, and Do**It* 
Now Speech. 

CONFERENCE AWARDS > CERTIFICATES. RIBBONS AND NAME TAGS 

Many have asked where conference awards, certificates, ribbons and name tags 
may be obtained. The following sources should aid you in your search. 

Awards : Many Areas have presented the DECA medallion to lst**3rd place 
competitive event finalists. These medallions may be ordered from: 
Balfour Supply Service 
11722 Parklawn Drive 
Rockville, Maryland 20852 

- 17 - 
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. The '* special medal" comes in bronze ($2.00 each + postage), silver 
($2«25 each + postage) and gold ^2.50 each + postage). If your Area 
chooses not to use the medal but prefers trophies, then it is suggested 
that you contact your local trophy supplier or order from a DECA approved 
supplier listed in the DECA Suppliers and Sales Project Guide . 

Certificates ! Washington DECA carrys a supply of the following District 
certificates: 

!• District Contestant Award - a certificate which may be given 
to all competitive eve?:xt participantSo 

2. District Honor Award - a certiificate which may be presented ■ 
to 4th-6th place finalists in competitive activities. 

3. Certificate of Service - a certificate for presentation to those 
who have contributed personal service above and beyond that 
which was required to insure the successful operation of a Dis* 
trict Leadership Conference. 

4. Certificate of Appreciation " a certificate for special recogni* 
tion to those who have supported the program of youth activity 
in your district. 

The certificates may be ordered at a cost of $ .12 per certificate from: 
Washington Association 
Distributive Education Clubs of America 
P. 0. Box 248 
Olympia, Washington 98504 

Ribbons : Washington DECA also carrys a supply of ribbons for various , 
District Conference activities and these may be ordered at $ .08 per 
ribbon from the above address. Those ribbons vhich may be ordered are: 

Type Color 

Judge's ribbon yellow ribbon with white lettering 

District Entry ribbon . purple ribbon with white lettering 

First Place ribbon . blue ribbon with silver lettering 

Second Place ribbon . • red ribbon with silver lettering 

Third Place ribbon ........ white ribbon with blue lettering 

Fourth Place ribbon. • • green ribbon with silver lettering 

Fifth Place ribbon . yellow ribbon with silver lettering 

Sixth Place ribbon • . pink ribbon with silver lettering 

District Honor Award • . . . « . green ribbon with silver lettering 

Name Badges : Official DECA name badges may be ordered from Balfour 
Supply Service. 

CONFERENCE SCRIPTS 

Some DE Areas have found that the student leadei'. need a script or outline 
when responsible for being the master of ceremonies at the conference orienta- 
tion session and /or awards banquet. Sample scripts are included In Appendix 
JPQlXyii, page^^^ — 7— - 

the student leaders whereby they may make deletions and/or additions. 

C(»IFERENCE REGISTRATION 

Though many areas may require that the registration fees be sent in with the 
district conference pre-registration forms « registration at the conference 
site is still often necessary. Therefore, you must plan for registration acti- 
vities at the conference. 



Have you given assignments and guidelines to the student leaders 
vho will be conducting meetings? 
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There should be a large area to accomodate individuals for registration purposes. 
The table layout found most successful for registration purposes is shown below: 



REGISTRATION SETUP 
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FINISH 



Registration will necessitate a minimum of six persons (students and adults). 
Person #1 should be furnished with a cash box containing $25 in one-dollar 
bills and change. It will help if it is stated in the conference memo that 
the exact registration amount (cash or check) only Will be accepted at time 
of registration. Person #1 will also need a check'-off sheet for registration 
(Appendix XXXXVIII, page 149) and a "tally card.** For example, if the regis*- 
tration fee is $6.00 per person the tally card would look like that shown 
below. 



DISTRICT LEADERSHIP CONFERENCE 




TALLY CARD 


# of Persons 


Registration Fee 


1 


$ 6.00 


2 


12.00 


3 


18.00 


4 


24.00 


5 

• 
• 


30.00 


• 

15 

• 


• 

90.00 - 

• 
• 


• 

24 


• 

144.00 


25 


150.00 
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The job of person #2 at the registration desk is self explanatory. However, 
make sure you have enough receipt books. It will save time if receipts are 
stamped and signed prior to registration. Person #3 is responsible for hand* 
ing out the registration packets. These packets should be arranged in alpha- 
betical order according to school name. The name of the coordinator and school 
should appear on the outside of the packet, as well as a figure indicating 
number pre*registered. If a school has more than one chapter, you will find 
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It easiest to make two packets and Include the chapter's name on the outside 
of the packet. The registration packet should include the following contents: 

Layout sheets of facilities 
Name badges and delegate ribbons 
Copies of conduct rules & practices 
Conference programs 

Copy of competitive event pre^'registration form 
Copy of workshop pre*reglstratlon form 
Etc. 

Person in charge of position #4 at registration will need a typewriter and 
some conferenee badge blanks. The person in position #5 should be responsl* 
ble for distributing all meal tickets. Person #6 should be furnished with a 
list of contestants for each event. Using these sheets, person #6 can delete 
the names of contestants who pre^registered but did not register for the con** 
ference and make name changes where appropriate • I£ a 7th person is used a 
registration table, it could be the responsibility of this person to hand 
out additional programs when needed and to be responsible for handing out 
name badges and ribbons to speakers and special guests and prepared packets 
for VIP's other than judges. 

CHECKS AND DOUBLE CHECKS 

After everyone has spent months planning for the District Leadership Conference 
there is always hesitation when it comes to saying, "Everything is ready.** 
Hence, everyone double checks to see if they have forgotten to do something, 
regardless how minute that one item or activity might be. To help you check 
and double check certain items at the last minute, a check~off list is pro-* 
vided in Appendix XXXXIX, pages 151 to 157. 

CQNFERKNCE REPORTS TO STATE ADVISOR 

In planning conferences it is essential that statistical data be available 
on past conferences. Also, it is necessary that the State Advisor have in 
his files information on conference activities in order for him to aid all 
DE Areas In planning District Conferences which will be successful. Therefore, 
it is requested that the conference chairman in each DE Area send in a Dls-* 
trict Conference report no later than May 1 each year. To help you in writing 
up your Area's Conference report please look at Appendix L, pages 159 to 163. 



COOPERATION 

To insure that your District Leadership Conference is successful, everyone in 
your DE Area will have to participate and take responsibility for some facet 
or facets of the conference. It is hoped that this manual will aid you and 
minimize your problems as you plan for your upcoming District Leadership Con' 
ference. 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
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Have you double checked the room layouts for the competitive 
event rooms to make sure everything is in proper order? 



Si 



\ ^ . . ^ 















Have you given proper instructions to the competitive event 
judges? 
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CflWTENTS PACE CQLQR 

DECAthon Continued 

Job Interview-Boy ' s and Gir 1 ' s . . \ , 95-96 Buff 

Mathematics of Distribution 97 Buff 

Judges V Information Sheet • • • 99 Blue 

Sales Dei^ionstration-Special Instructions 

for Customer « • « . . • • . • . . • • . 101 Green 

Competitive Event Report Form , 103 Pink 

DEGAthon Tabulation Form . . . « • • . . . 105 Pink 

Contestant Time Sheet Samples . • • 107-108 Yellow 

DECAthon Contestant Time Sheet Sample « . . 109-110 Green^ 

Competitlva Event Room Lavouta 

Situation Handling-Preparation Room , . • 111 Buff 

~Sltuatton"^Handling-^e8entation*Tloom~"~ 

Public Speaking-Presentation Room . ; « 115 - Buff 

Window Display^Testing Room 117 Buff 

Mathematics of Distribution-Testing Room, 119 Buff 

Impromptu Speech-Preparation Room . . . . 121 Buff , 

Impromptu Speech-Presentation Room . , . 123 Buff 

Do-It-Now Speech-Presentation Room ... 125 Buff 

Job Interview-Boys . . , . v • . . . • 127 Buff v 

Job Interview-Girls . . 129 Buff 

Sales Demonstration-Hard Lines • • • • . 131 Buff . 

Sales Demonstration- Soft Lines • • • • 133 Buff 

Salea Demonstration- Intangibles 135 Buff 

DECA Mall-*Proprietorship Recruitment 

Exercise . . . , 137-140 Gray 

Activities Tally Sheet . . . . . .... . 141-142 Blue 

Orientation Meeting and Awards Banquet 

Sample Scripts ...... 143*147 White 
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DISTRICT LEADERSHIP CONFERENCE 
CONFERENCE CHECK LIST OF DUTIES 



DUTIES 



Person 
Responsible 



Call or 
Letter 



On Hand 



In Place 



Possible Locations 

A. Education facilities 

B« Theater 

C, Churches 

D, College 

E, Motels or Hotels 

F, Stores 

G, YMCA or YWCA 

H« Fraternal Organizations 

I, Recreation Centers 

Physical Facilities 
A* Accomodations for: 
1 . Re g i s tr a t i o n 
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2. Orientation Meeting 

3. Workshops 

4. Sales Demonstration * Hard 

5. Sales Demonstration - Soft 

6. Sales Demonstration - Intangible 

7. Window Display 

Display Windows 
Written Exam 

8. Public Speaking 

9. Impromptu Speech 

Holding Room 
Preparation Room 
Presentation Room 

10. Do-It-Now Speech 

Holding Room 
Presentation Room 

11. Job Interview - Girls 

Receptionist 
Interviewer 

12. Job Interview - Boys 

Receptionist 
Interviewer 

13. Situation Handling 

Holding Room 
Preparation Room 
Presentation Room 

14. Mathematics of Distribution 

15. DECAthon 
Impromptu Speech 

Preparation Room 
Presentation Room 
Situation Handling 
Preparation Room 
Presentation Room 
Sales Demonstration - Intangible 
Job Interview - Boys 
Receptionist 
Interviewer 
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DUTIES 



Person 
Responsible 



Call or 
Letter 



On Hand 



In Place 



15. DECAthon (continued) 
Job Interview - Girls 

Receptionist 
Interviewer 
Mathematics of Distribution 

16. Contest Advisors Meeting 

17. Contestant Instruction Meetings 
18 • Refreshments 

19. Recreation 

20. Awards Banquet & Awards Presenta- 



B« Date and Alternate Recorded 
C. Janitorial Services 
D« Parking Arrangements 

E. Copies of Floor Plan and Room Layout 

for each coordinator 

F. Tour of facilities for coordinators in 

DE Area 

G« Tour of facilities for student assis*- 
tants. 

EII. Signs 

A. Welcome 
< B. Parking Directions 

C . Regi s tr a t ioa 

D. Headquarters 
E« Information 

F. Refreshments 

G. Orientation Meeting 

ho Sales Demonstration - Hard Line 
I. Sales Demonstration - Soft Line 
J. Sales Demonstration - Intangible (2) 
K. Situation Handling - Holding Rm, (1) 
L« Situation Handling - Preparation (2) 
M. Situation Handling Presentation (2) 
N. Window Display - Written Test 
0. Window Display #1 

Window Display #2 

Window Display #3 
P. Public Speaking 

Q. Impromptu Speech - Holding Rm. (1) 

R. Impromptu Speech - Preparation (2) 

Sm Impromptu Speech - Presentation (2) 

T. Do-It-Now Speech - Holding Room (1) 

U« Do-It-Now Speech - Presentation 

V. Mathematics of Distribution (2) 

v. Job Interview - Boys (2) 

X. Job Interview - Girls (2) 

Y« School 6c Chapter Name (Awards Banquet) 

Z« Workshops 

[V« Supplies and Equipment 
A. Registration Table 

1. Tables and chairs 

2. Cash box 6c money 

3. Pencils & paper 
O 4. Receipt books 



tion 
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DUTIES 



Person 
Responsible 



call or 
Letter 



On Hand 



In Place! 



5. Registration packets 

a. Programs 

b. Name Badges & Delegate ribbons 

c. Floor Plans 

d. Conduct Rules & Practices 

6. Extra Name Badges 

7. Extra Floor Plans 

8. List o£ Contestants 

9. Speakers badges & ribbons 

10. Typewriter 

11. Meal tickets 

B. Orientation Meeting 

1. Chairs & tables 

2 . Pod ium 

3. Gavel 

4. Blackboard, etc. 

5. Decorations 

6. Flags 

7. DEC A Emblem 

8. Speaker's script 

C. Bulletin Boards 

D, Contest Advisors Meeting - Set up 

E, Contest Chairman Packets 

1. List of Contestants 

2. Contestant Time Sheets 

3. Floor Plans 

4. Judges badges & ribbons 

5. Judges Certificates of Appreciation 

6. Rubber bands 

7. Pencils 

8. Contest specification sheets 

9. Contest rating sheets 

10. Complete list of all judges 

11. Judges Information Sheets 

12. Customer Instruction Sheets (Sales 

Demonstration only) 

13. Contest Report Blanks 

14. Time drawing slips 

15. Notepads 

16. Tests 

Window Display 

Mathematics of Distribution 

17. Situation Handling Cases 

18. Speech Topics 

Public Speaking 
Impromptu Speech 
Do-It-Now Speech 

19. Coordinator Assignment Sheets 

20. General instructions to contest 

chairmen 

21. Specific instructions to contest 

chairmen 

22. Contest timing cards 

23. 3x5 note cards 

24. Contestant entry ribbons 

25. Paper clips 
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DUTI2S 



Person 
Responsible 



Call or 
Letter 



On Hand 



In Place 



2. 
3. 

4. 



1. 
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b. 



F« Workshops 

1. Blackboards, chalk, and erasers 
Podiuas 

Speakers Certificates of Appre*- 

ciation 
Chairs & table 
Contest (Other than materials in contest 
chairman packet) 
Situation Handling 
a. Holding room 

(1) Television 

(2) Magazines 
Etc. 

Sign on door 
Stop vatch 
Presentation room 
(1) Tables & chairs for 4 
judges 
Table & chair for timer 
Stop watch 

Speakers podium for con-* 

testants 
Sign on door 
c. Preparation room 

(1) Tables & chairs 

(2) Sign on door 

(3) Chair outside door & stop 
watch for proctor _ 

2* Public iSpeakin^ 

a. Tables & chairs for 4 judges 
Table & chair for timer 
Stop watch 



(3) 
(4) 
(5) 



(2) 
(3) 
(4) 

(5) 



b. 
c« 
d. 
e. 
f . 
8- 



Speakers podium for contcistants 
Sign on door of contest room 
Chairs for observers 
Chair outside door for proctor 

3. Window Display 

a. Written exam room 

(1) Tables & chairs 

(2) Pencils for contestants 

(3) Sign on door 

b. Window Judging 

(1) Transportation 

(2) Signs on windows 

4. Mathematics of Distribution 

a. Table & chairs 

b. Pencils for contestants 

c. Sign on contest room door 

5. Impromptu Speech 

a. Holding Room 

(1) Television 

(2) Magazines 

(3) Etc. 

(4) Sign on door 

(5) Stop watch 

b. Preparation Room 

(1) Tables 6e chairs 

(2) Chair outside door & stop 

watch for proctor 

(3) Sign on door - 38 - 



DUTIES 



IPerson 
Responsible 



Call or 
Letter 



On Hand 



In Plact 



6. 



7. 



8. 



10. 
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c« Presentation Room 



(1) 
(2) 
(3) 
(4) 
(5) 
(6) 



Tables & chairs for 4 judges 
Table & chair for timer 
Podium for contestants 
Stop watch 
Sign on door 
Chair outside door for 
proctor 
Do-It-Now Speech 

a« Holding Room (Use same room as 
used for Impromptu Speech) 
Presentation Room 

(1) Tables & chairs for 4 judges 

(2) Table & chair for timer 
Podium for contestants 
Stop watch 
Sign on door 



b. 



(3) 
(4) 
(5) 
(6) 



Chair outside for proctor 
Job Interview - Boys 

a. Receptionist desk & 2 chairs 

b. Chair in reception area for time- 
. keeper 

c. Chairs for contestants wanting 

to see receptionist 

d. Interviewers desk and 2 chairs 

e. Sign on door leading to recep- 

tionist 

f« Stop watch 

Job Interview - Girls 

a. Receptionists desk and 2 chairs 

b« Chair in reception area for time- 
keeper 

c. Chairs for contestants wanting 

to see receptionist 

d. Interviewers desk and 2 chairs 
e« Sign on door leading to recep- 
tionist 

f . Stop watch 

Sales Demonstration - Hard Line 

a. Large table for sales counter 

b. Tables & chairs for 4 judges 

c. Table & chair for timekeeper 
d« Stop watch 

e. Chair outside contest room for 

proctor 

f« Sign on contest room door 

g. Chairs for observers 
Sales Demonstration - Soft Line 
a. Large table for sales counter 
b« Table & chairs for 4 judges 

c. Table & chair for timekeeper 

d. Stop watch 

e« Chair outside contest room for 
proctor 

f. Sign on contest room door 

g. Chairs for observers 
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DUTIES 



Person 
Responsible 



Call or 
Letter 



On Hand 



In Place 



11, 



12. 
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Sales Demonstration * Intangible 

a. Large table for sales counter 

b. Tables & chairs for 4 judges 

c. Table & chair for timekeeper 

d. Stop watch 

e. Chair outside contest room for 

proctor 

f . Sign on contest room door 

g. Chairs for observers 
DECAthon 

a. Job Interview - Girls 

(1) Receptionists desk & 2 

chairs 

(2) Ghair^ in reception area 

for timekeeper 

(3) Chairs for contestants want- 
-ing to see receptionist 

(4) Interviewers desk & 2 chairs 

(5) Sign on door leading to 

receptionist 

(6) Stop watch 

b. Job Interview - Boys 

(1) Receptionist desk & 2 

chairs 

(2) Chair in reception area 

for timekeeper 

(3) Chairs for contestants want- 

ing to see receptionist 

(4) Interviewers desk & 2 chairs 

(5) Sign on door leading to 

receptionist 

(6) Stop watch 

c« Situation Handling 

(1) Presentation Room 

(a) Tables & chairs for 
4 judges 
Table & chair for 

timer 
Stop watch 
Speakers podium for 

contestants 
Sign on door 

(2) Preparation room 

(a) Tables & chairs 

(b) Sign on door 

(c) Chair outside door & 

stop watch for proctor 

d. Mathematics of Distribution 

(1) Table & chairs 

(2) Pencils for contestants 

(3) Sign on contest room door 

e. Sales Demonstration * Intangible 

(1) Large table for sales 

counter 

(2) Tables & chairs for 4 judges 

(3) Table & chair for timekeeper 

(4) Stop watch 

(5) . Chair outside contest room 

for proctor - 40 



(b) 

(c) 
(d) 

(e) 



DUTIES 



Person 
Responsible 



Call or 
Letter 



On Hand 



In Place 



e. 



f. 



Sales Demonstration Intangible 

(6) Sign on contest room door 

(7) Chairs for observers 
Impromptu Speech 

(1) Preparation Room 

(a) Tables & chairs 

(b) Chair outside door & 

stop watch for proctor 

(c) Sign on door 

(2) Presentation Room 

(a) Tables & chairs for 4 

judges 

(b) Table 6t chair for 

timer 

(c) Podium for contestants 

(d) Stop watch 

(e) Sign on door 

(f) Chair outside door for 

proctor 



V. Printed Conference Program 



VI, Typed Conference Program 

VII. Luncheon 

A» Clear with school officials 
£• Clear with cafeteria manager 

1. Timetable 

2. Approximate number 

3. Menu suggestions 

4. Price range 

5. Decorations 
6« Place cards 



VIII, Invitations 

A. Judges 

B. Workshop Speakers 

C. Guests 

IX. Pre-Con£erence Follow up 

A. Judges 

B. Workshop speakers 



X* Refreshments 

A. Drinks 

B. Cups 

C. Ice 

D* Cookies 

E. Napkins 

F» Chairman & helpers 



XI. Student Assistants 

A. Remain at Registration table and 
distribute materials 
Meet judges and escort them to rooms 

Guide contestants and coordinators 
Assist with contests 
Assist in planned recreation 
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1 

DUTIES 


Person 
Responsible 


Call or 
Letter 


On Hand 


In Place 


XI. Student Assistants 

F« Prepare acid serve refreshments 

G. Take refreshments to judges 

H. Assist with parking 

I* Assist vlth typing In Headquarter Room 

II. Recreation (If space permits) 
A» Games 

1. Ping pong 

2. Record player 

3. Shuffleboard 

4. Films 

5. Etc. 

B. Television Room 

III, Open Bank Account 

KIV. Publicity 

A. Newspaper Stories 

B. Radio Announcements 

C. Pictures of Activities 

D. Pictures of Winners 

E. W-DECA Reporter 

F. The DECA Distributor 

KV» Clean up 

A. Recreational Supplies Returned 

B. Tables & chairs returned to original 

locations 

C. Everything checked for possible damage 

D. Etc. 

kvi» Awards Banquet 

A, Location 

B. Heal 

1. Menu suggestions 

2. Approximate number 

3. Price range 
Decorations 

D. Place cards 

E. Awards (medals, trophies » and/or 

ribbons) 

F. Seating Arrangement 

G. Physical Arrangements 

1. Stage (if possible) 

2. Table for awards 

3. Speakers stand or podium 

4. Microphone (if necessary) 

5. Head table and chairs 

6. Tables & chairs for student dele- 

gates^ etc« 

H. Gavel 

I. Certificates of Recognition 

J. Placement of Awards on Awards Table 
K, Program script 

L. Program Assignments 
O 1* JPresiding Officer 
FRir 2. Welcome 











DUTIES 



Petson 
Responsible 



Call or 
Letter 



On Hand 



In Place 



L. Program Assignments (continued) 

3. Flag salute 

4. Invocation 

5. Introduction of guests 

6. Introduction of persons present- 
ing awards 

Persons to read names of award 

winners 
Persons to present awards 
Persons to present Certificates 
of Recognition to honored 
guests 



7. 

8, 
9. 



XVII. Final Conference Report to W-DECA State 

Advisor 

XVIII. Letters of Appreciation and Thank you 
A» Judges 

B. Speakers 

C. Guests 

D. Donors 

E. People, who assisted in any way 
XIX. Payment of bills 
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APPENDIX IV 



DISTRICT I 



MILEAGE 
CHART . 


W 
Q) 
4J 
U 

' o 
a 

s 

;< 


Arlington 


Bellingham 


Bothell 


Edmonds 


Everett 


No. Seattle 


Anacortes 


■•»■•• 


40 


35 




63 . 


49 


75 


Arliagtori: 


40 




50 


36 


32 


19 


41 


Bellingham 


35 


50 




80 


76 


61 


85 


Bothell 


67 


36 


80 




10 


18 


5 


Edmonds 


63 




76: 


10 




20 


9 


Everett 


49 


19 


61, 


18 


20 


• 


25 


No. Seattle 


7-5- 


■"•4-1 


85. 


5 


9 


25 
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MILEAGE 
CHART 


t> 

Q) 

(D - . 


bes,, Moines 


Issaquah 


Kent 


Mercer Is. 


Renton 


Seattle 


Bellevue 




30 


20 


33 


8 


18 


5 


Des Moines 


30" 




40 


10 


25 


15 


16 


Issaquah 


20 


40 




30 


25 


13 


25 


Kent 


33 . 


•10 


30 




14 


10 


13 


Mercer Is. 


8 


25 


25 


14 


• 


12 


3 


Renton 


18 


15 


13 


10 


12 


• 


6 


Seattle 


5 


16 


25 


13 


3 


6 
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Auburn 


• 




'^124 








Bremerton 


46 : 








^33 




Port Angeles 


124':^ 


. 78 




Tiff"' 


111 




PuvalluD 


10" 




118 




^10 




Tacoma 


14 


33 
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DISTRICT IV 



»ILEA^ 
CHART 


a. 

Q)- — 
Q) - 

•o • 
u . 


to " 

■i • 

CO 


•J 


CD 
•H 

| - 

• ■■■"i-4 . 


0 , 

-5-;: 


Aberdeen 


. ft V 




96- 


•-.49 , 


133 


Camas 


148" 


-■ ■. , • 


52 


119 


14 


Lone view 


96 






66 


53 


Olvmoia 


49" 


a 19 


66 




105 


Vancouver 


133 


' 14 


53 


105 





' , ' < ,* • ^J^. 
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DISTRICT V. 
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160 ; 






-70 






loo;^ 
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130* 


70 


1251 




^45'''. 




i2^^ 




9^. 
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MILEAGE 
CHART 


eq - 


d ^ 


Pa 


o - 




H 


^ . . V 

\ ^ r 

i-T ' 

^>;' u 


Goldendale: 


{ 


116 


114' 


121 ; 


^ * ^ r 

$3 


< 




Kennewtck r 


m 


• .. .■ . 


2 


7 


45 




* j 


\ ' 






.\ ;■■ n 
■ J, 




8 




,.-45. 






Richland 


121 


7 


8 


• ■.. • ' ■ }.!■ 


^ 

...,45 _ 


53,' 


t 




Suanyside • 


.., 6? 




46 


.40 


V 

•^■^ 


95^ 


4p 




Walla Uallav 




50 


45 


5? 


. 95 




130 




Yakima 




?5 


,9.5. 


90 


40 
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DISTRICT VII 
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CO 
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to 
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CO 


d ■ 
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CO 
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4J . 

a) 
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CO 


Clarkston 




182 


192 


35 


111 


fiQlvillfi 


182 




10 


147 


71 


Kettle Falls 


192 


10 




157 


81 


Pullman 


35 


147 


157 




76 


Spokane 


111 


71 


81 


76 
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APPENDIX V 



DE Area (Roman Numeral) MEMO # (Arabic Number) 



TO: 



FROM: 



SUBJECT: W-DECA DISTRICT LEADERSHIP CONFERENCE - AREA (Roman Numberal) : 
(Month) (Date) . (Year) ; (City) > Washington 



(City) Washington is the site of the Area (Roman Numbersl) District Leader- 
ship Conference of the Washington Association, Distributive Education Clubs of 
America. This year's program of activities will begin at (Time of day) , (Month 
and Date) , and will end promptly at (Time of day) the same day. 

"(Conference Theme)" is the theme for this year's District Leadership Conference. 
Special feastures of the conference will be: 



I. Headquarters : Name of Facility 

Address of Facility 
City, Washington 

II. Conference Registration : 

A. P.egistration will take place in (Name of room) of (Name of facility) , 

B. Registration fee will be (Price) per person who attends (Coordinators 
and students). 

C. The Coordinators will register for the entire delegation. There will 
be no students in the immediate area of the registration desk. 

III. Attendance Criteria : 

A. (Statement on how many may attend from e^^ch chapter). 

B. (Statement on attendance of Junior Representatives) « 

C« (Statement as to whether students, other than junior representatives, 
may attend as observers only)« 

D. Junior Representatives may not be entrants in competitive events. 

IV. Program of Events : 

A. Below is a program of events scheduled for this years conference. 



1. 
2. 
3. 



(Day, Monthand Date. Year) 



(TIME) 



(ACTIVITY) 



(TIME) 



(ACTIVITY) 



Etc. 



Etc. 
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B» Decorations are planned for the Awards Banquet. To help iu decorating 
the Banquet Hall, we vould like each chapter to bring their DECA Chapter 
Banner to the conference and turn it in at the Registration Desk. 

Competitive Events Information Supplement ; 

A* The total program of competitive activities for the High School Division 
of Washington DECA is outlined in the Washington DECA Handbook . 

B. DECAthon 

1. Every chapter may have one student entry and only one student 
entry in the DECAthon. 



2. The DECAthon event will be conducted as a separate competitive 
event. 

3. All DECAthon entrants will participate in the following competitive 
events: 

a. Impromptu Speech 

b. Situation Handling 

c. Job Interview - Boys & Girls 

d. Sales Demonstration Intangible 

e. Mathematics of Distribution 

C. Window Display 

1. As described in the specification and rating sheets contained in 
the W-DECA Handbook , the entrant not only rates three window dis-* 
plays, but also takes a written test on display. 

2. Forty-*five minutes will be given to take the written test, and the 
test will be made of sufficient length that no contestant will be 
expected to complete the entire test. 

D. Job Interview 

1. In the Job Interview Competitive Event, both boys and girls will 
apply for the job of their choice in the DEC(R Department Store ^ 
Ttxe DECCKl Department Store and its scope of operation is described 
on the specification sheet for this event contained in the W-DECA 
Handbook on page 119 . Remember, the job applied for must be a dis- 
tributive job in the department store setting described. 

2. A copy of the application blank to be used in both divisions of 
this event appears in the W-DECA Handbook on page 121 and 122. 

E» Merchandise to be used in the Sales Demonstration competitive events 
are as follows: 

1. Hard Goods - The major item must be a whose regular 
retail value does not exceed $50.00. The related item(s) to be 
used is the choice of the student, but the related item(s) must 
not exceed a regular retail value o£ $50.00 in total. 

2. Soft Goods - The major item must be a and must not 

exceed a regular retail value of $50.00. The related items to 
be used are the choice of the student, but the related item(s) 
must not excteed s regular retail value of $50.00 in total. 



3. 



Intangib le - " is the category for the Intangible 

Sales Demonstration competitive event. 



F. Situation Handling: The problems to be solved will arise from the business 
situation described below: 

Business Situation 

^'The contestant is employed by a department store with a prominent 
location in a shopping cente!i: of a community with a population of 
50,000. The contestant will play the role of a full-time sales 
person (a DE graduate), age 20, charged with more than the usual 
amount of responsibility. Although the sales person does not, as 
yet, hold a supervisory or managerial position, there are great 
possibilities for advancement. Problems are typical of those that 
occur during any busy hour of the day." 

G. Public Speaking: The Public Speaking contestant may choose any one of 
the following topics on which to give his speech: 

1. 
2. 
3. 
4. 
5. 

H. Competitive Events Pre-*Registration Form 

1. The enclosed pre*registration forms for all competitive events 
must be completed and returned to (Return Address"^ with a postmark 
date of no later than (Month, Date v Yearl , 

2. A separate typed or printed form should be submitted for each 
chapter. 

3. All participation competitive events at the conference will take 
place at the same time, so a delegate may enter only one event. 

I. Timers: In almost every competitive event there is need of a stopwatch 
for timing the individual presentations. We would appreciate it if you 
would bring a stopwatch with you to the conference. This will help 
alleviate some of the problems we have had in the past. 

VI« Publicity Information ; 

A« The only w^y we will receive area wide coverage of our District Leader* 
ship Conference is for every chapter participating, to obtain local 
coverage. To help you obtain news coverage, listed below are basic 
rules which should be followed in writing publicity releases « In addi- 
tion, the W-DECA Handbook contains a section on Public Relations as well 
as publicity release samples which may be used as a guideline in pre* 
paring your own releases. 

Basic Rules: 

1. Type it . double spaced , on one side only, on a sheet of 8V x 11" 
paper. 

2. Leave margins on both left and right of at least 1^". 

in Upper left hand corner: 

Name of Chapter 
Your name and title 
Address 

Rione n:.:!aber - 51 - 




3. Type 

a. 
b. 
c. 
d. 



4. 



Type release date In upper right hand corner. 



5. Begin typing the first page of the story about one-third of the way 
down the page. 

6, Attach a glossy black and white photograph if one is available that 
will help describe your story content. 

7* Time it right 24^hour period immediately preceding the publication 
deadline. 

8. Take it in person to the newspaper office. One of the editors may 
want to ask additional questions. 

9. Keep your story as short and concise as possible. 

We are most anxious to have a copy of all newspaper clippings concerning 
chapter participation in the DLC. For pre*conference articles, please 
paste copies of all clippings and/or pictures on an 8V x 11" sheet of 
paper and note the name of the publication and date. Either mail them 
directly to (Return address) or bring them with you to (conference city). 
We would also appreciate copies of post* cover age news articles prepared 
in the same manner. Every effort is being made to evaluate the press 
coverage and publicity the conference receives* Your cooperation is 
vitally important . 

VII • Coordinator Assignments ; 

A* Each coordinator is expected to be responsible for the following: 

1. His or her total delegation to, during, and from the conference. 

2. Assistance in conducting the competitive events. 

3. Assistance in conducting either the discussion groups, workshops, 
and/or tours. 

4. Special assignments when emergencies dictate. 

B» A Competitive Events Assignment Sheet is enclosed. Please note your 
assignment. Changes, if necessary, will be announced at the Advisor's 
Competitive Event Instruction Meeting. Detailed information as to the 
specific competitive event role will also be presented at that meeting. 
In the meantime, a perusal of the specification and judging sheets will 
probably be of value. 

C« All competitive events chairmen are asked to bring a stop-watch with 
them to the conference. This will assure us that every competitive 
event section has a device for timing the student presentations. 

VIII. Conference Conduct : 

A. Enclosed are copies of the Official Hi^ School Delegate Conduct Prac* 
tices and Procedures. 

B* Each delegate must take two copies of the conduct practices home. One 
copy is to be signed by the parents and returned to the coordinator. 
Ihe parents are to keep the second copy. 
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Those copies bearing parent's signatures should be kept by the coordina- 
tor, along with registration fees, for submission at t:he conformance at 
time of registration. Only those students, for vhom signed copies of the 
Conduct Practices are received at time of registration, will be allowed 
to attend and participate In conference activities. 

IX. Transportation : 

A. Transportation arrangements to the conference and return are the respon* 
slblllty of the chapter nd visor. 

B« Whenever possible, public transportation should be used. 

G« Especially Important concerning the area of transportation are items 

number 4. and 5, of the Official High School Delegate Conduct Practices 
and Procedures. 

X. Leadership Discussion Workshops : 

A. There will be (Number) workshops held at the conference and every student 
will have an opportunity to attend at least (Number) of the (total number 
of workshops) workshops. 

B. Please fill in the Workshop Pre-Reglstration F6rm enclosed and return to 
(Return address) post marked no later than (Month « date, year) . 



Enclosures: 

1. Competitive Events Pre-Registration Forms 

2. Copies of the Official High School Delegate Conduct Practices & Procedures 

3. Coordinator Competitive Events Assignment Sheet 

4. Workshop Pre-*Registration Forms 
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COMFEIITIVE EVENT IRE-REGISIRATION FORM 
DISTRICT LEADERSHIP CONFERENCE 



1> Complete in duplicate 

2. Separate form for each chapter 

3. Type or Print 

4; Must be postmarked by: 



6« Mall both copies to: 



5. Junior Representative Is not to be 
entered In a competitive event 



School 



Chapter Name 



Please note ; 



A chapter may have as many entrants as It wishes In any given participating 
competitive event; However, a given student may not enter more than one 
:event.' 



Math, of Distribution 



Do-It-Now Speech 



Situation 

Handling 



Impromptu Speech 



Job Interview 
(Boy) 



Job Interview 
(Girl) 



Display 



Public Speaking 
Name 



fSales Demonstration * Hard Line 
Name 



Name 



Sales Demons tra?:lon -' Soft Line 
Name 



Name 



Sales Demons tra t ion - Intangible 
Name - • ■ 

Observers:. - ' ^ [ 



Topic 
Topic 



Product 



Product^ 



I^Product 
vProduct 

Product 



iMv ^Please ^ Note : . ' .If the DECAthon event is to be an activity at the District Leadership 



Con- 



i ference, thls^veji^ should also appear on the Pre-Reglstrat ion Form. 
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DISmCT LEADERSHIP CONFERENCE 
WORKSHOP HIE-REGISTBATION FORM 



APPENDIX VII 



pirectlons ; 

1. Complete in duplicate 

2. Type or print 

3. Mast be postmarked by 



Mail both. copies to! 



School 



Chapter 



Please assign your student delegates to the workshops designated below so that you 
have student representation in each. Each student delegate should be assigned to a 
different workshop in Session B versus Session A. Session A of all workshops will 
run from and Session B of all workshops will run from 



Workshop I •• (Speaker) 

Session A 
1. 



2. 



3. 



1. 



2. 



3. 



Session 5 



Workshop II - (Speaker) 
Session A 

1. 

2. 

3. 



1. 
2. 
3. 



Session B 



Workshop III - (Speaker) 

Session A Session B 

1. 1. 

2. 2. 

3. 3. 

Workshop IV - (Speaker) 

Session A Session B 

1 . 1. 

2. ' ' 2. 

" O — — 



APPENDIX VIII 

DISTRICT LEADERSHIP CONFERENCE 
OFFICIAL HIGH SCHOOL DELEGATE CONDUCT PRACTICES AND PROCEDURES 



1. The term "delegate" shall mean any W-DECA metaber attending the District Leadership 
Conference. 

2. Delegates shall abide by rules, practices and procedures of W-DECA at all times, 
from the time they leave home until they return home. 

3. Delegates shall keep their adult advisors informed of their activities and where- 
abouts at all times. 

4. Delegates shall not use their own cars or ride in cars belonging to others during 
the conference unless accompanied by an authorized advisor. 

5. Transportation to and from the conference shall be by public carrier only, unless 
an authorized adult is driving. 

6. Dates shall be permitted to authorized activities only, and only between official 
delegates. 

7. Delegates are not permitted in public dance halls, bars, or night clubs. 

8. No alcoholic beverages in any form shall be possessed by delegates at any time or 
under any circumstances. 

9. Delegates shall respect and abide by the authority and prerogatives vested in the 
Presiding Officers, Committee Chairmen, Coordinators, aud any authorized representa- 
tive of the above-mentioned. 

10. All delegates shall be registered and shall attend all workshops, contests, commit- 
tee meetings, etc., for which they are registered, as well as all scheduled business 
sessions and other activities unless specifically excused by their coordinator. 

11. Dress regulations established for the conference shall be adhered to* (Boys: Suits 
or Sport Coats. Girls; Dress or Skirts, Hose.) 

12. Delegates who violate or ignore any of the above rules subject themselves and/or 
their entire delegation to being unseated and sent home and any honors or offices 
being cancelled and withdrawn from all members of their delegation. 



PARENT'S PERMISSION FOBH 

I hereby give my consent for to attend the W-DECA District 

Leadership Conference to be held , in the city of » 

Washington. It is understood that my signature on this form indicates that I have read 
and understand the above rules of conduct and agree to ray child's being governed by them* 

Parent's Signature 

I have read, and fully understand, the above rules of conduct, and I agree to abide by 
them during the W-DECA District Leadership Conference. This includes all '.:ime between 
"take-off" from home and returning home. 



Student's Signature 



5/;: Cbatinuied 



COOBDINAIGB:: ASSIGNMENTS 



Alex Rexus 
■ :iTubUc Speaking 

Conference. Signs '-^'^x^-^. 

- Elvin Page v 
Iniprompta^^ 

Do-It-Now Speech r^:^^. 

William Winkler 

Job Interview-Girls 
4 Programs for Banquet 

Charles Kosinskt 
Window Display 

Certificate of Appreciation- Judges 

Robert Leitieang ^: 
Grade Math Tests 4:51 
Mathematics of Distribution 

Situation Handling 

Vem Hummel 

Hard. Line Sales 

Fred Rexufl &Kent Neelev 
Registration Packets 
Compile Contest Results 
'Assist where needed 
. Tours 

Leonard Woski 3 - 

Soft Line Sales 

Marvin Tennefoss 

General Trouble Shooter 
Assist where needed 



LeRov McCartney 

General Assistant 
. ; Junior Representatives 
yy^tl' Banquet ;5e tup 

Dr> David Story 

Present Awards 

LeRov James 

v_^^:^JFob Interview-Boys 

Orvillerctiaimings 
Salea i)^^ 



Each coordinator in charge of a 
:^conte8t-please: bring rating sheets » 
as veil as required materials as 
listed in Suggestion Guidelines. 
Also read Ai>pendix 10. 



General Assistant 

Compile Contest Results S 

Banquet Scripts 

Banquet Procedures 

Work with State Of ficers 

We are asking each chapter to bring scrapbookSy inerchandise manuals ^ ideas 
on fund raising^ and chapter banner for Awards Banquet. 
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APPENDIX XI 



Date 



Inside Address 
Dear Mr. or Mrs. 



Thank you for accepting our invitation to participate as a Judge at the 
Annual District Leadership Conference of the Washington Association, Dis- 
tributive Education Clubs of America, High School Division. It is vital 
that we have businessmen and women with your experience act as judges. 

Though the contests will be held on (day) (month'^ ^ (Day) . (Year) , the 
following information will provide you with details as to the specific 
time and place. 

TYPE OF CONTEST: 

PLACE: 



ROOM: 



TIME CONTEST STARTS: 



It Is important that you arrive prior to the ticne the contest you are judging 

starts. When you arrive at (place) , please come to the registration 

desk for your conference program. The registration desk will be located in 
(place) Also, we would appreciate it if you would read the enclosed 

contest material. 

We know you would enjoy seeing the students receive awards for outstanding 
performance in their respective contests. Enclosed is an invitation to be 
our guest at the Avards Banquet which will be held at (Place & Address) 
The Awards Banquet will be held the evening of (Month). (Day) at (Time) 
Please return the enclosed reply card at your earliest convenience. 

If you have any questions concerning the conference, we will be glad to answer 
them. We look forward to seeing you on (day) . (Month) , (Date) and know you 
will enjoy judging the students presentations. 

Sincerely, 



(Name) 

(Title) 

( Phone Number) 
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piSTRICt LEADERSHIP CONFERENCE 



Location 



Date 
Time; 



***** * * * * * 



* * * * * * * * 



GENERAL TW SIRUCTIQNg i 



Competitiy^^^^ Event Chairman: 



Advisors 




iiJudges 



f. 



2. 



eld 

, 8heet8,:.,tp, contestants; -■ ■ ■■■3:V.- "-^^^^^^^ 

tloa of flrst and last contestaiitCs). °" . ^ 

times of preparation and/or presentation on enc Idsed 'tIm Sheet 



At the^ C omDietitiy«>; ^ »on» . 




a. 



... ri^-v 



b. 



teni »«ve as scactstician. Score sheeta^.^ ^-^^^ 

?y SSn" " othei^se carry'out^dutler^ 

f f^J^^f fit^tloneVS outside p«sentation:rb(M.8 will' laf^^fM 
ASS?^n?°Sir?:n''r "'^'^ J-^«es -re reader for i^t'^S^^ 
S roi!^«J^i^J ! ^ to report to the preparation and /or preieiita^^ 

UrLnlir"^?!^^- ""^"8 co'^testant vheii tW contestant re^^h^^ 

.^tv'v;"^- ^^^^ on .spejifi^ s;s::tionv 

?ioi"fhS;f P"«;?t«^^o^> the chairman should iotal the evalui; • " 

m^^^^i^M^^immm^^'^. wmm 



'■'.'..iiiV? 



li 



■^^ky'^-::^^^ given District Entry Ribbon after thev have made 

their presentation. 
h« Judges vill be given rating sheets (^hich should previously have been 
^ arranged in order of contestants* appearance) when the contestant enters 

' the room or just before he enters the room. 
: : 1 presentation room during a presenta* 

tion. Student proctor should be so Informed. 

3, After the Competitive Event : 

a. GIVE CERTIFICATE OF APPRECIATION TO JUDGES. 
> b. After completion of last presentation, all evaluation sheets should have; 
b and contest vinnersV names and schools determined* . 

c. Record all applicable information on the Pink COMPETITIVE EVENTS FORM. 

d. Ties must be broken by ludges ' decision before judges leave. Do not 
flip coin or draw straws. 

e. : Within one hour after last contestant liias finished, place all rating; 

sheets and COMPETITIVE EVENT FORMS jn contest chairman's ma ter^ls 
envelope and deliver in person to the W-DECA Headquarter^ s Room in -^^^^^^^^^ 

Room # . _ 

: f. Record suggestions for improvement of contest next year- on the back of :: 
the COMPETITIVE EVENT REPORT FORM. Ask judges for comments.. 



■.■V ^ -ii^iw,: 



1^ 



, • W ^,,V>; ;-v-r:>j^..f'. '-v-'-f • - . ^ ?- > ^ . i< 




^: than ;:lQiinlnutes;:f6 
30?^ seciind s^pr por t 




SEECIFIC INSTRUCTIONS - DECAthoa - SALES DEMONSTRATION j INTANGIBLE 



SPECIAL NOTE : We can eliminate much anger and heartbreak in the contests if 
coordinators will refrain from making deviations in the instructions and contest 
specifications. Therefore, please follow instructions and contest specif icat^^^ 
explicitly . 



1. Chairman should review contest procedure with the Judges before the first 
contestant enters the room. Give customer the specific instruction sheet 
relating to customer's role and give judges the Judgej Information Sheet. 

2. Chairman will make sure not to a 1 low judges to take time to total rating 
sheets. This should be done by the chairman. This will require an explana- 
tion to the judges . (If the judges take time to do the statistical workv 
the contest timing will fall apart.) 

3. The presentation room will have one person as timer. The timer should indi- 
cate to the contestant when the timing starts. Remember , timing shou^ 

when the customer is standing and looking at merchandise .^^^^^ T^ 
show the appropriate time cards to contestant at the following elapsed timesl^^^^^^ 
7 minutes, 9 minutes, and 9% minutes. Remember^ timer is- to: allow no ^ 
than 10 minutes for the coiitestant's presentation. Make s 
aware of this procedure. . i v 

4. The contest chairman must rank the first six finalists (as determined :bv 
total of judge's ratings) on pink Competitive Event Report Form. T^ 
will also Ij^st jiH contertants and scores on Final Tabulatio 

filling in the Final Tabulation Form, list contestants in alphabet ica^o^^ 

5. Contest chairman will deliver the Competitive Event Report Forms a nd Final 5 A 
Tabulation Form to the headquarters room in room 4 - ^ J -^ ' ^: — — v i 



SPECIFIC INSTRUCTIONS - DECATHON - IMPROMFni SPEECH 



STB^V L W F ^ ' We can eliminate much anger and heartbreak ^in the contest if . / 
coordinators will refrain^ from making deviations . inV the': iM contest 




■ JOB ipERVIEW - BOYS & GIRLS - DECA thoa 

SKCIAL NClTE s We can eliminate much anger and heartbreiak In the con^^ 
codrdlnatpcs will refrain from making deviations in the Instruct^ 
8pe(dLfi^ 
explicitly , . 

Viv into two sections , B<^8 and Girls ^^ob Interyiu 

:2.. Contestants will have twen to fill ijn^^ 

3 . .Ten (10) ndniites are alleiwed for filling iu rthelappH 

are a^^^ for the interview itself* . / .S ": . \. ylv ^ ' , - 




)4 ,>|:;- A\/pei:8^ 

' turn^ in their application blank 10 minutes^ after' recelv^^ 

j:j;;^r;::v:.;-tibhi8 
;v;:c ^:;l8 ■:^dpne,«.^ 

'6; ^ ^;Stud^ 

. Interview rbbm i^ 

-^v^- in::->tte/^-f6rm 

■'J ■ ■ • that:tj£e;time^J.nd 




""■V':^;?V/robm^ind: Vill;"chbp\^^ ^v.... ..,..„.> 

i;^:|>;';"^:\4knocl^: p 

: ' ' 'Xha^irma n:;: should - be^: cer ta iii;^^td;;:acqM lidge^:^ 

10 • TheiJi- judges should ^ hot;-'t;ake ^.the' tlme'^^tol 




':hand';v:'the--acbre" 

;cedurie'-wili havevib'^:-be'^exptaihi^:&tb 

;theo.Mcj^ption 

■'i!riLnut?(^ 

\8trufetuie 

lO^minutes: ,yhen: • f ir s t xohtestanfe^^ 



prior ^to'^' the 'start of ^the\:conte8t.;^^;v:^:';^;:;-''^/\v/ '^J^jJ^j-'-'^ ''^ ' ' V"' ' '"•^'•'''^'VV:^^^^w^^^ 

11. Advisor stationed at door will have Mster^ time sheet (^^^ 

arrival) and should give receptionist the Trating sheets in the order ln:,3 7;^ 
; "lihlcli: jthe, contestants 'are^to: Appiear. V :.^''V^■^;^;^•"^^>■;''^■>^^^ 



f^^^:12*^ Example of procedure: 

8:30 a.m. Contestant #1 approaches receptionist and picks up application 

Receptionist rates the student and hands rating sheet 
;V-. '/ -'.to advisor at door. " 

^Kv> ^^^^^^ ^ Contestant enters interview room, ha nd i ng a pp 1 ica ti on to advisor 

\ , , . at door. Advisor hands application and, rating sheet to executive. 

' 8:50 a.m. . Contestant #1 leaves interview room. - :: - ^ 

Contestant #2 enters;. interview room. 

Contestant #3 picks up application blank from receptionist.^.^^;^^-C^^^ 
9:00 a.m. Repeat a., b., and c. above. : . \ /.^.^^^ > 'v. ^ 

; 13 ; The contest chaiir;aan must rank the f ir s t s Ix f ina lists c? as de t ermined by^^^ ; ; : A 

toti^l of judges ratings) on the pink Competitive Event Report Form. ; The ^(-Jy^'-:'-^ 
chairman will also list all contestants and scores onvFinaljTabulation]^ 
When flLling in the Final Tabulatir^n Form, list contestants 1 

order.'' ' ^ , ^ - . , . '>.^ . , '\ - ^V-:' 

V 14. • Contest chairman will deliver the Competitive Event Report Forms and Final ; - 

Tabulation Form to the headquarters room in room^ # - ■ - > \:v-vl.^J^'^ 




APPEiroix XXV 



jSPECi^K raSTWiCTIONS M 





apienhix XXVI 



DISTRICT LEADERSHIP CONFERENCE 



Location • Date 

Activity . Time 

* * * ******** 

JUDGES' INFORMATION 



1. A copy of the attached contest specifications and judges* rating sheet has 
been in the hands of each contestant for several months. 

2. All contestants are high school seniors vho are enrolled in Distributive 
Education**a field of study that emphasizes education for careers in market* 
ing and distribution. All are employed on a part-time basis as a part of 
their school training program. 

3. At the time of presentation times vere drawn , contestants were warned, under 
the penalty of disqualification, that they must appear precisely at the minute 
that the presentation is to begin. 

4. Judges will fill out the rating sheet during the time that the presentation 
Is being made, so that there Is little or nor delay between presentations. 

5. Judges should not take time to total the score sheets. This is the job of 
the faculty contest chairman. Ttie faculty chairman will also assign any 
time-keeping responsibilities required to keep the contest moving. 

6. Judges should double check, before handing score sheet to chairman, to be 
certain that every item has been circled. 



7. 



Judges should write additional nof:es on score sheet (space provided) so that 
the student will have feedback on how he or she may improve.* 



APFENDIX XXVII 



SALES DEMONSTRATION 
Special Instructions for Customer 



1. You will be playing the role of a customer for a student salesman. You 
vill not judge the contestant's performance. 

2. You will be the customer for all student salesmen In thiv: contest. 

3. Each student salesperson will be expected to sell both a primary item and 
related merchandise. The primary item in every case will be 



4. The presentation or sale made by the student must not exceed ten minutes. 
The contest chairman will signal the end of the presentation time. Because 
of the great number of entrants, no contestant can be given more than the 
maximum alloted time. Contestants areware of their time limitations. 

5. The sale will start with you, the customer, standing and looking at the 
merchandise. 

6. The sale will stop after the close, but before there has been a monetary 
transaction. 

7* You should formulate a few basic questions about the merchandise that could 
be asked by each contestant. 

8. The handling of objections is a basic part of the sale, but your objections 
should be of about equal magnitude for each contestant. ~ 

9. Make the purchase of the primary item in time to allow contestant to present 
related items. 



ERIC 
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APEENDE XXVIII 



CCMBETITIVE EVENT FORM 



1. This report must be kept STRICTLY CONFIDENTIAL . 

2. Please print in itiformatioa . 



Name of Contest 

FIRST PLACE: Name 



Score 



Score 
THIRD PLACE: 



Score 



Score 
FIFTH PLACE: 

Score 
SIXTH PLACE: 

Score 



School 



District 



SECOND PLACE: Name 



School 



District 
Name 



School 



District 



FOURTH PLACE: Name 



School 



District 
Name 



School 



District 
Name 



School 



District 



Chairman 



Chapter 



Chapter 



Chapter 



Chapter 



Chapter 



Chapter 



This form, in triplicate, must be delivered in person to room #^ 



APPENDIX XXDf 



DECAthon TABllLATION FOm 

I.- This form must be kept STRICTLY CONFIDENTIAL. 
2* Please print in Information. 



CONTEST: 



CHAIRMAN: 



I. 
2. 
3. 
4. 
5. 
6. 
7. 

9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 

19. 

" 20. 
O X., 

gvERlC 



CONTESTANT'S NAME 



SCORE 
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ASEEMIUK XXK 



DISTRICT LEADERSHIP CONFERENCE 
CONTESI&NT TIME SHEET SAMPLES 



I. WINDOW DISPLAY - Exolafaed on Specific Instruction Sheet 

II. MATHEMATICS OP DISTRIBUTION - Explained on Specific Instruction Sheet 
III. JOB DiTERVIKW - ROYS & GIRLS 

Recepttoniat ' Interviewer Contestant 



8:20 
8:30 
8;,40 
8:50 
9:00 
Etc. 

IV. DO- IT-NOW SPEECH 



V. 



8:30 
8:40 
8:50 
9:00 
9:10 
Etc. 



Note: All contestants must be in Holding Room by 8:00 a.m. and will remain 
there until their presentation time. 



Presfertation 

8:20 
8:25 
8:30 
8:35 
8:40 
Etc. 

PHBLIC SPEAKING 

Presentation 



Contestant 



Contestant 



v;;:;:;;:-v.-;-''--/:.:^v:->/?csp| 




VII. SITllATIOH HANDLING 



Note: All contestants must be In Holding Room by 8:00 a.m. and will remain 
there until their preparation time. 



Preparation . 



Presentation 



Contestant 



8:09-8:19 
8:15-8:25 
8:21-8:31 
8:27-8:37 
Etc. 



8:20 
8:26 
8:32 
8:38 
Etc. 



VIII. SAUS DEMONSTOATIOW - HARD LINES /SOfT LINES. INTANfilBLES 



Contestant ■ 



• , Presentation 

i8:20 : 
8:30 

8:50 
9:00 
; 9:10 . 

/ . , * :* Etc. ' ■ ' 

DECAthba 

.■>v::■■^■:^.^v;l^la8terv^'8h 

> :/ ;A and>Lnpro^ 
^ Ev^ a holding room Is^ not: used;^ a 
of time between competitive^ 



make a "'hold Ing roomH feasible . 
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SITDATIOH HANDLING 
PREPARATION BOOM LAYOUT 



APIENDIX 73X11 



lABLE 




® CHAIR 




APPENDIX mm 



SITOATION HANDLIMC 
PRESENTATION ROOM LAYOUT 



PCDIUM 




6 FOOT 
TABLE 



6 FEET 




© © © © 
JUDGE'S CHAIRS 



6 FOOT 
TABLE 




®® CHAIRS OUTSIDE ROOM IN 
HAllHAY 



ERIC 



- 113 



APPENDIX XXXIV 



PUBLIC SPEAKING 
PRESENTATION ROOM LAYOUT 



PCOIUM 




8 to 10 FEET 



6 FOOT 
TABLE 




© © © e 

JUDGE'S CHAIRS 



-—6 FOOT 
TABLE 



Q:Q:0 
:Q:Q: 

SEATING FOR OBSERVERS 




CHAIRS OUTSIDE IN 
THE HALIMAY 



ERIC 



- 115 - 



APPENPix mv 



WINDCW DISPTAY 
TESTING ROOM LAYOUT 



® PROCTOR'S CHAIR 




NOTE: CONTESTANTS ARE SEATED AT SIX FOOT TABLES WITH THREE COITESTANTS 
PER TABLE. 



ERIC 
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APFENDH XXXVI 



MATHEMATICS OF DISTRIBUTION 
TESTIWR ROOM TJWnTlT 







Q PROCTOR'S CHAIR 




6 FOOT TABLE 















NOTE: CONTESTANTS ARE SEATED AT SIX FOOT TABLES WITH THREE CONTESTANTS 
PER TABLE. 
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A?5ESI>IS XXXVII 

HtEPARATT/^ Rfm T.i*iYmrr 




APSEIIDIX XXXVIII 



IWRft MlT^ SPEECH 
^{^ENTATIO^ ^ ^nnM LAYOUT 




APPENDIX mn 



nn-TT-WCM SPERCH 
PRESEOTATION ROOM LAYCTIT 



PODIUM 




6 FOOT 
TABLE 



8 to 10 FEET 




APPENDIX mX 

JCH INTERVIEW - BQg'S 
ROOM LAYOUT 



TWO - 3 X 6 FOOT TABLES 




Q CONTESTANT'S 
CHAIR 



6 FOOT TABLE 



©e 

CHAIRS F(K. CONTESTANTS 
WAITING AND CONTEST 




CHAIRHAN QCOHIBSXAHT'S CBAIR 

NOTE: TWO ROOMS NEED TO BE SET UP IN THIS MAMNEa, QMS ROOM FOR BOI'S 
JOB INTERVIEW AND ONE FOR GIRL'S JOB INIERVIEif. 

I, O 

f . 197 - 



APPENDIX Xmi 



JOB INTERVIEW - flTRT.'fi 
ROOM LAVniTT 



TWO - 3 X 6 FOOrr TABLES 
OR 

(»)E - 4 X 8 FOOT TABLE 



INTERVIEWER'S 
O CHAIR 




Q CONTESTANT'S 
CHAIR 



6 FOOT TABLE 



CHAIRS FOR CONTESTANTS 
WAITING AND CONTEST 
CHAIRMAN 




RECEPTIONIST'S CHAIR 



Q C(»ITESIANT'S CH/kIR 



NOTE: TWO ROOMS NEED TO BE SET U? IN THIS MANNER, ONE ROOM FOR BOY'S 
JOB INTERVIEW AND ONE FOR em's JOB INTERVIEW. 



APPENDIX XXXXII 



SALES DEMhWRTRATIQN - HAWS T.TWB 
IRESENTATimj ROOM 



CUSTOMER STANDS HERE 
DURING SALES FRESENIAIION 



CUSTOMER'S 
CHAIR 





riMER's 
CHAIR 



CONTESTANT STANDS 
HERE DURING THE 
SALES PRESENTATION 



6 FOOT SALES TABLE 



5 FEET 




0 ® 0 ^ 
JUDGE'S CHAIRS 



6 FOOT TABLE 



♦ ♦ « • 

-CHAIRS FOR OBSERVERS 



®®®® 

CHAIRS OUTSIDE OF ROOM IN 
HALLWAY 



O ■ 
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APPENDIX Xmill 



SAI£S DEMONSTRATION - SOFT LINE 
PRESENTATION ROOM LAYOnT 



CUSTOMER STANDS HERE 
DURING SALES PRESENTATION 



CUSTOMER'S 
CHAIR 




© © © © 
JUDGE'S CHAIRS 



CONTESTANT STANDS 
HERE DURING THE 
SALES PRESENTATION 



6 FOOT TABLE 



• « 



*♦ • • • • 

—CHAIRS FOR (SSERVERS 



®0©l® 

CHAIRS OUTSIDE OF ROOM IN 
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APPENDIX mXIV 



SALES DEMONSTRATION - INTANGIBLES 
PRESENTATION ROOM LAYOUT 




©•© © © © 
JUDGE'S CHAIRS ^IMEB-'S 

« » • * « 



« • • « • 



« « 9 « « 



« « • « • 



CHAIRS FOR OBSERVERS 



©©©© CHAIRS OUTSIDE OF ROOM 
IN HALUfAY 
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DECA MALL 
mOPRIETCmSHIP RECRUITMENT 

Objective ; The objective of this activity is to encourage all participants to 
communicate vith one another and to develop and enlarge their scope 
of friends and business acquaintances during the workshop day. 

The Name of the Game 

The goal of each DECA Mall Manager is to gain the greatest number 
of points by recruiting and awarding proprietorships to students 
according to their present joby, career goals and hobby interests. 
(Present jobs — 50 points; career goaIs--35 points; hobby interests-- 
25 points.) When a manager accepts a student's card as part of 
his leasehold) the new proprietor becomes a member of the team and 
may recruit new prospects for his DECA Mall Manager. 

Rules ; 

1. Each coordinator will, prior to the workshop, select one stu- 
dent to represent each participating club as a DECA Mall Man- 
ager. This name will be forwarded to the registration com- 
mittee prior to the clinic day. On February 6 each Mall 
Manager will be given a master leasehold card to fill out. 

2. Immediately after instructions have been given the recruit* 

ment will proceed and continue during the day until 

p.m. All leasehold master cards with individual registra* 
tion cards attached must be turned in by the Mall Manager 
prior to this time. 

3. The Mall Manager will recruit students to match up openings 
on the master leasehold card. (The object is to find pro- 
prietors with the largest number of points for each category 
represented by a line on the master card.) 

4. When a student agrees to join a mall, he will surrender his 
card to the Mall Manager who in turn will immediately list 
(IN INK) the proprietor's name, school and points on the 
leasehold card line that corresponds with the line on the 
registration card. The new member of the Mall may now help 
to recruit proprietors for his team . 

5. Mall Managers are not allowed to list proprietors from their 
home school. 

6. A proprietor's name will appear only once on the master card. 

7. Propurietorship points will be allowed as follows: 

J = 50 points = (Present Job of student) 
C = 35 points = (Career goal) 
H = 15 points = (Hobby interest) 

8. Points will be deducted from the scores of mall^ that have 
duplication of schools on their cards. (Ten points will be 
deducted for each duplicationio) 

Q 9. Points will be awarded for recruiting speed* 
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PRQPRIETQR<;HTP TARn 
(USE INIC) 



student's Name 
School 



Place of Employment 
Department (A) 
Career^ Qoai , . (b) ^ 
Hobby Interest (C) _ 
Signature '-' .'-f^ " 



(50); 0!i)\^liil5) 



Apparel and accessories (Men) 



•\VJsk^iV^^ii^!^^l%^^ *>^<* accessories (Women) 

> V >\'T ' V- ^'.t.^J. ^ P^^. ffiV^'?-; K 'Automotive and .Petroleum. 



|g^$(|aiiii and Garden Supplies 
IS^'^iGroceries (Food Distribution) 
^2siXyfood Services and Restaurants 



Ba:jcdware and Building Material 

Spotting Goods and /or Toys 

pattietas and Ihotography 

Home Furn. and Inter. Decdration 

Hotels and Lodging 

Music Stores and/or Gifts 

Gnl. Mdse. (not covered above) 



' ■■ Service (Real Estate, Finance ^ 
Insurance, Travel BureausV etc.) 

DECA MALL MANAGERS ARE LOOKING FOR YOU . INVEST YOUR 
TALENTS WITH THE MOST PROMISING MALL ORGANIZATION^ 
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MALL LEASEHOLD RECORD 

MALL DIRECTORS NAME 
SCHOOL 
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Total Points 



/A^ /u^ 

(A) (a) (K^) 


5T"OnT" 1 t*OT" ' G 

Name 


School 








AlxLUIUU UXVc dllU ir 1:2 L. L U L c UlU 






Farm and Garden Supolies 






Groceries fFood Dis trlbution*) 






Food Services and Restaurants 






Hardware and Buildine Material 






bDorLin^ GooQS a no/ or lovs 






Cameras and Photoeraohv 






.-.^-^ Home Furnishings and Interior 
Decoratlne 






Hotels and Lodelne 






Music Stores and /or Gifts 






General Merchandise (not 

covered above^ 






• Service (Real Estate, Finance, 

Insurance. Travel Bureaus, etc. 


■ 





ALL ENTRIES MUST BE IN INK 
PROPRIETORSHIP ACQUISITIONS 
• MUST BE RECORDED IMMEDIATELY 
WHEN A DEAL IS MADE 

Proprietorship pointo will be allowed as follows: 

50 points = J (Present job of student) 
35 points " G (Career goal) 
25 points = H (Hobby interest) 



INSTRUCTIONS TO MALL DIRECTORS ; 

1, Keep all Proprietorship Cards with this Leasehold Record 

2, USE INK 

3, Submit this card with Proprietorship Cards by . 



Signed 



DECA MALL MANAGER 
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APPENDIX XXXXVIX 



ORIENTATION MEETIKR - SAMPLE SCRIPT 

Tim: The Sei.'jnd Annual Regional Leadership Conference in District Four will 
now. come to order. It's my pleasure to introduce to you, Scott Robbins, 
of the Olympla Retailers Too. Scott will lead us in the flag salute. 

Scott: Would you please stand and follow me in the flag salute. 

Tim: The next order of business is to call roll. Would the official repre- 
sentative please stand as his chapter is called and stipulate how many 

members are in attendance. 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 

1^- 
15. 
16. 

Tim: lie. Robert Leingang and Mr. Fred Rexus will give you the orientation 
instructions at this time. I wish you all the best of luck. 
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AWARDS BANQUET - SAMPLE SCRIPT 

Tim: (Rap 3 times with gavel) 

Welcome to Region Four's 2nd Annual Banquet and Awards Ceremonies. 
Tonight we will recognize student accomplishments in the regional com* 
petitive activities program, which has become an active part of 
Washington DECAYS Program of Youth Activities. Would you please stand 
as Dean Johnson leads us in the flag salute. 

Dean: (Leads flag salute) Would you please remain standing while Shelley 
Johnston gives the Invocation. 

Shelley: (Gives Invocation) You may be seated and begin eating. 
(Watch Mr. Rexus for signal to resume program) 

Tim: As the next order of business, I would like to introduce the dlstin** 
guished guests at the head table. To my far right is ... . 
(Check seating chart.' i) 

1. 

2. 

3. 

4. ] 

5. 

6. : 

7. 

8. 



ERIC 



- 144 - 



HEAD xftBLB 
AUDIENCE 



10 



PODIUM 



1* Tim Renberg 

2« Shelley Johnston 

3. Mr. Koslnskl * DE Coordinator " Mark Morris 

4. Mr. Kent Nee ley - DE Coordinator - R. A, Long - Conference Co- 

Chairtnan 

5. Mrs. Koslnskl 

6. Mrs. Neeley 

7. Mrs. Story 

8. Mrs. Smith 

9. Dr. David Story - President of Lower Columbia Community College 
10. Dr. Milton Smith, Superintendent of Longvlew Schools 
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Tim: Next I vould like those persons who participated as contest judges 

today to please stand. (Pause) We certainly appreciate the time end 
effort you gave to help make this, the Second Annual Region Four Lead- 
ership Conference a success. 
(Lead applause) 

xim: Tonight we will present the awards to those students who gave out- 
standing presentations earlier today in: 

1. Impromptu Speech - Elvin Page, Camas 

2. Do-It-Now Speech - Elvin Page, Camas 

3. Sales Demonstration * Soft Line - Robert Leingang, Vancouver 

4. Sales Demonstration - Hard Line - Vern Hummel, Olympia 

5. Intangible Sales Demonstration - Orville Cummings, Evergreen 

6. Girl's Job Interview - William Winkler, Elma 

7. Boy*s Job Interview - LeRoy James, Battleground 

8. Mathematics of Distribution - Tom McMillan, R!dgef ield 

9. Situation Handling - Dave Steele, North Thurstoki 

10. Display -* Chuck Kosinski, Mark Morris 

11. Public Speaking- Alex Rexus, Aberdeen 
(TURN PAGE) 

Tim: The coordinator who handled the " 

contest(s) was ^ 

would you please come to the podium and announce the winners? 

Tim: In each contest a 1st, 2nd and 3rd place award will be presented. 
Dr. Story, President of Lower Columbia College, will present the 
awards for the first six contests. 
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Tim: (Refer to the 3rd page) Ask Mr. Elvln Page of Camas to present the 
Impromptu Speech and Do-It-Ncw Speech Awards. 

Tim: (After Girl's Job Interview Awards) To present the final five contest 
awards Is Dr^ Smith 

Tim: Every banquet has a speaker, but the speaker for the banquet tonight 

will be the First Place Winner in the Public Speaking Contest. We know 
you will enjoy hearing ' whose topic is 

(After speaker is finished, lead applause) 

Tim: Before closing, I'd like to introduce a roan I highly respect as an 
individual as well as an outstanding coordinator, Mr. Fred Rexus^ 
Chairman of Distributive Education in Area Four who would like to say 
a few words. 

Mr. 

Rexus: (Present Certificates at this time) 

Tim: Ladies and gentlemen, that concludes the Awards Banquet. Thank you 
for coming and I hope you enjoyed the banquet. Have a safe journey 
home and ve hope to see every student in Yakima for the State Leader** 
ship Conference. 
(Rap once with gavel) 
This meeting is adjourned. 
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DISTRICT LEADERSHIP CONFERENCE 
REGISTRATION SHEET 



AmNDLc mxvijil 



School District 
& School 


Coordinator's 
Name 


Adults and 
Student Delesates 


Junior 
Repres, 
Regis- 
tered 


Money 
Received 


Pre-Regist. 


Actually 
Resist •- 
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APFENDn xmn 



CHECKS AND DOUBLE CHECKS 



I. The Meeting Room or Rooms : 

A, Number of rooms needed for general sessions and smaller group sessions. 
Are these available? Are they conveniently located? , 

B* Are there separate air conditioning/heat controls in meeting rooms? 



€• Size of general meeting room; lengt h w idth ^height 

Is this adequate (comfortable) for the group if seated as we want 
them to be? 



Seating arrangement: 

1. Schoolroom style, with table 

2. U-shaped conference table 

3. Theatre style 

4. Head table for how many persons? 

E» Is there space in general meeting room, or just outside, for "coffee 
break" service? . 

Fo Is general session room separated from adjoining room by: 

Solid wall? 

Sliding panels? 

Accordion panels? 

Can you get noise disturbance from 

adjoining rooms? 

Has it been tested to be sure? . 

G. When will principal meeting room be available? 

At what time? ' 

Scheduled completion? ■■ 

Can our equipment be set up the night before a morning meeting? 



Will there be a staff available to help us? " 

Can we set up equipment in the morning for an afternoon start of 
meeting? ' ■ 

NOTE : Avoid a tight schedule. If another group has the room from 9:00 a.m. 
to 12 noon, and you're due to start at 1:00 p.m., there is little 
likelihood the room will be ready for you.) 

Is one room to serve both for general meeting and luncheon or dinner? 



NOTE : If "Yes," avoid it I Particularly if you're expected to recess at 

a stated time to permit conversion. However, if room is big enough 
to permit both a meeting and a meal set-up, make sure table setting 
is done in advance of meeting and that there will be no table** 
setting during program. 
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1. ' Has the sea'^lng of guests other than delegates been planned?^ 
Are guests to be in one location, or mixed in with delegates?. 
How are we designating seating plan? 
In the room? 

At the registration center? 
In advance notices? 

J» Has a diagram been provided showing how room is to be set up? 

Has someone checked on the pencils, pads, etc.? 



II. Audio Visual 

k. Acoustics: Clap your hands sharply. ta 11c loudly.. listen carefully. 

1. No echo or dead spots present? 

2, No drapes or acoustic panels needed? 

B. Audio: Plug in everything, then test it. 

1. Public address system working? 

2. Level set correctly, no feedback? 

3. Electrical interference or hum? . 

4. Speaker placement OK? — 

5. Enough PA mikes? 

6. Mike cords long enough? 

7. Mike stand heights OK? 

8. Tape recorder working?. 

9. Recording mike tested? 

€• Booth or Projection Station'-"*Do you have to erect a stand or move a 
table? If so, be sure it*s sturdy. AIsp: 

1. High enough to clear heads and hats? 

2. Wide enough for all equipment? , 

3. Right distance from screen? 

4. Rigid and level? 

5. Enough AC electric power? 

6. Circuit breakers or fuses located? 

7. Spare fuses or standby circuits readv? 

8. Enough extension cords or adapters: 

AC power? A udio ? R emote control? 



9. Intercom system tested? 

10. Signal light or buzzer needed? 

11. Emergency work light ready? 

Lectern—Put yourself in the place of the dignitaries 

1. Height comfortable? 

2. Script light tested? 

3. Glare eliminated from stage lights 

or spots? • 

4. Mike placement OK? ^ 

Q 5. Pointer handy? ^ 
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E« Room llght8-*-'Don' t take anything for granted. This is one of the 
biggest causes of traffic commotion before showings. 

1. All light switches located, checked 

and labeled? 

2. Are power outlets hot when lights are 

out? 

3. Is the room dark enough for projection ? 

F« Door-*-* Expect people to come and go during the presentation. Is light 
from doors prevented from hitting screen? 

G« Estimate how many people will be in the room and how long you expect 
the meeting to last, 

1. Will air change sufficiently with doors and windows closed'; 

2. Will the temperature remain comfortable? 

3. All heating, air conditioning and fan controls tested? " 

H« Screen-'-'Know exactly what kinds of materials will be projected, then 
find out whether the existing screen is suitable. 

1. Large enough? ^^^^^^ 

2. Horizontal or square format? • 

3. Keys toning eliminated? 

4. Surface appropriate for viewing condltlons?.._^ 

5. Electrical controls t-;sted? 

6. Stage curtain controls tested? 

I« Seat ing-*-* Put a typical slide on the screen, then go out and sit where 
the audience will sit« 

1. Front row no closer than two screen widths? 

2. Last row no further than sIa screen wld ths ? 

3. No row of screens wider than its dif'tance 

from the screen (except "wide screen")? .......^ 

4. Is the picture bright enough for people ^ 

in the side seats? Is it distorted? ^^^^^^^ 

5. Will everyone be able to see when seats 

are filled? 

6. Rigjit lenses to fill the screen? 

7. Vital spares on hand: 

Lamps? • 

Belts? 

Fuses? ^ 
Repair Kits? 

8. Standby equipment ready? 

J« Equipment. A breakdown can spoil the show. Be prepared. 

Projector: 

a. 16mm? 

b. Regular 8mm? 

c. Super 8mm? ^^^^^ 

d. Tested and working? 

e. Spare lamp? • 

f. Extension speaker? ' • " 
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2. Slide projector: 
Provision for control? 
Remote extension? 
Focus from remote? 
Tested and working? 
Spare lamp? 

3. Films trip projector: 
Provision for sound? 
Tested and working? 
Remote control? 
Spare lamp? 

4« Tape recotder: 

Tested and working? 
Built-in speaker? 
Extension speaker? 

5, Other equipment: 
Easels?. 
Blackboards? 
Chalk, eraser? 

6, AC or DC current? 

7, Sufficient extension cords of our own 
to supplement those provided? 

A-V Materials-- Inspect everything that's to 
used. The day before, if possible • 
Right SI bject and title? 
Sequence in program checked? 

Inspected for cleanliness and condition? 

1, Films: Heads out, wound properly? 
No breaks, tears or weak splices? 
Sound? 

Optical, ooagnetic or silent? 
Run down to titles? 
Prefocused and framed? 

2, Slides: 

Sound level determined? 
Mounts compatible and straight? 
No dirt or fingerprints? 
Orientation checked (each slide)? 
Magazines tested for janming? 
Prefocused and framed? 

3, Tapes: 

Heads out, wound properly? 
Speed checked? 
Tracks compatible? 
Cued up? 

Playback level determined? 
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L. People** *The greatest variable. Brief and check everyone. 

1. Schedule checked with program ^chairman? 

2. Cued scripts for projectionist, audio man? 

3. Presenters checked out on mikes, controls, 
etc.? ^^^^ 

4. Everybody posted, checked out and cued: 
All equipment operators? Light switch 
operators? Drape and curtain operators? 
Door guards? • 



III« Organization of Luncheons, Dinners, Receptions, Coffee Breaks 

A« Menu selections and deadline — — . 

B» Make sure ve have a firm price per plate, 
including tips and taxes (if any)? 



C. Number at head table ? N uniber at other 
tables? ^Total to be served? 

D, Minimum guarantee; Price per plate guarantee 



E« Place cards for head table and any other special 
tables? 



F« Table tents^ with appropriate legend, for 
special tables (such as Advisory Committee, 
Honored Guests, Press, etc.)? 

G. Can the room be served easily without distur* 
bance? (check location of kitchen, entrance 
and exit doors in relation to head table, other 
tables, etc.) 

H« Deadline for having room set up? 

I. If a reception, are appetizers to be served? 
If so, elaborate, or simply potato chips, 
peanuts and such? 

J, Have we provided " diagram of exactly how 
we want the room set up? 

K. Firm times for coffee breaks, meal service, 

reception service. ..then stick to those hours. 

IV* Registration 

A« Approximate time required 

B« Registration cards: ntunber and size 

C« Name cags for delegates and guests? 
Made ahead, ready for distribution? 

D» Programs and other material for registration 
packet ready? . . 



IV. E. 


Personnel to handle 


F. 


Nuinber of tables, chairs 


G. 


Typewriter: number and type 


H. 


Paper, pencils, pens 


I. 


Signs 


J. 


Water pitcher, glasses 


K« 


Lighting 


L. 


Telephones 


M. 


Bulletin boards: number and size 



V« Organization of Exhibits 
A, Number of exhibits 

B« Floor plsns for each exhibit furnished 
C« Date of set-*up and dismantling 

Room assignments and dally rentals 
E« Name of display company 

F. Directional signs 

G. Labor charges: el«^c trie Ian and carpenter 
services 

H« Electrical power, steam, gas, water and 
waste lines 

I. Electrical charges 

J. Partitions, backdrops 

K. Storage of shipping cases 

L« Guard service 

VI. General Meeting and Conference Items 

First notice of meeting mailed? Date ? 

Follow-up notice sent? Date? 

Conference or meeting kits being used? 
Date ready? 

Agenda or program to be made up? 
If so, date ready 

- 156 - 



A. 
B. 
C. 
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E« Photographer wanted? I£ so, what kind? _ 
News 
General 

Will he need special equipment (vide/angle 
lens, salve units?) 

(Explain in advance exactly what you have 
in mind so he can be prepared) 

Squlpment rentals? 



G. Special easel signs needed in lobby or elsewhere 
to direct people? 

Event listed on "Announcements of the Day" 
bulletin board in lobby? 

H. For those presiding: 

Special agenda with step"'by-step program? 

Has it facts lor Introduction of speakers, etc.? _ 

Timetable? 

Head table seating list for introductions? 
Introduction list for other than head table? 



It If delegate seating is by groups, have table 

tents been prepared with names of groups, states, 
chapters or whatever the categories? 



VII. Press Relations 

A. Is advance release on meeting wanted? 
If so, date to release? 



B. Advance copies of speeches or presentations 
wanted? If so, available? 

C. Advance releases on major speeches wanted? 
If so, date to release? 



D» If advance copies unavailable, on'-the~spot 
release arrangements OK and made? 

E. Press conference for a major speaker? 
TV interview? 
Radio? 

F» Coverage in home town papers for delegates? 
Award winners? 

Coverage for company house organs on award 
winners? 

6» Follow"-up release on outcome of meeting or 
conference? 
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APPENDIX L 



SAl-tPLE CONFERENCE REPORT FORM- -DE AREA III 



REPORT 

On The 1971 Area III 
W-DECA DISTRICT LEADERSHIP CONFERENCE 



Attendance 

127 Students attended from 17 DECA chapters 

18 • • Teachers and adult distributive education 

personnel assisted in the conference program, 

15 Business people served as judges and officials. 

6 . • Protessional people consulted «ir£th students 

in the Career Discussion area, 

4 . ...... Officials from W-DECA attended as guests. 

170 ....... People were involved. 

Budget 



Income: ($6.00 x 154 + $7.00 x 1) ...... . $931.00 

Expenses: . . . 690.37 

Ribbon Awards .......$ 59.54 

Certificates and I«D. 

Badges 31.25 

Suite and room rental 

w/room service .87.34 

Banquet 458.24 



Overpayment refunds . . . 54.00 

$690.37 

Balance in Area III Checking account ...... $240.63 

The above balance will be transferred to a savings account in the 
Parkland branch of the Paget Sound National Bank under the title of 
Region III W-DECA District Leadership Conference. 
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III. 



Chapter Participation and Results 



Chapter D.L.C. Delegates Points 

Lakes Chargers 10 32 

Lakes Marketeers 11 27 

Clover Park Voc-Tech 13 23 

Puyallup 10 22 

Rogers 10 22 

Ft. Steilacoom Early Birds 11 21 

South Kitsap 1 15 

North Kitsap 13 14 

Clover park H.S. 5 13 

Port Angeles 4 13 

Franklin Pierce 11 12 

Washington 6 6 

Lincoln 7 6 

East Bremerton 5 5 

Ft. Steilacoom Night CX^ls 4 4 

Stadium 3 3 

Wilson 2 2 



IV, Merchandise Mathematics Contest Results 



Name 


School 


Score 


June Tincher 


Lakes 


87 


Shauna Nee ley 


Puyallup 


86 


Michael Reandeau 


Port Angeles 


82 


David Pitts 


Lakes 


77 


John Cunningham 


Lakes 


75 


Sandy Wesselius 


Franklin Pierce 


73 


Bruce Moore 


Puyallup 


67 


Barbara Michaels 


Puyallup 


64 


Joseph Sinkula 


Clover Park Voc"Tech 


60 


Charles Heatherly 


Rogers 


53 


Curtis Ness 


Clover Park Voc-Tech 


51 


Mike Smith 


Rogers 


51 


Jackie Auley 


Wilson 


48 


Rita Timmerman 


North Kitsap 


46 


Sue Hosum 


Franklin Pierce 


45 


James Gas 


North Kitsap 


42 


Rick Nybeck 


Washington 


41 


Sue Keister 


Lakes 


39 


Barbara Savage 


Lakes 


39 


Steven Goff 


Ft. Steilacoom CC 


36 


Palmer Johnson 


Washington 


33 


Robert Burton 


Ft. Steilacoom CC 


23 



Rank 

1 

2 
3 

4.5 

4.5 

6 

7 

8 

9.5 
9.5 
11 

12.5 

12.5 

14 

15 

16 

17 



Rank 

1 

2 
3 
4 
5 
6 
7 
8 
9 

10 
11 

12 
13 
14 
15 
16 
17 
18 
18 
20 
21 
22 
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Impromptu Speech Contest Results 



Name 



School 



Score 



Rank 



Bruce Allsen 
Peggy Nelson 
Terry Seitz 
Wayne Hostetler 
Ron Servine 
John Carter 
Sue Daniels 
Shirley Campbell 
Chris Kish 
Duane Burgeson 
Mike Simpson 



Clover Park Voc-Tech 

Rogers 

Puyallup 

Port Angeles 

Ft. Steilacoom CC 

Clover Park Voc-Tech 

Puyallup 

Washington 

Lakes 

Franklin Pierce 
Lakes 



VI, Situation Handling Contest Results 



Name 

Jim Pearson 
Linda Bryant 
Jane Ho s tatter 
Harlan Zentner 
Linda Israel 
Jay Taylor 
Marie Zimmerman 
Tom Brooks 
Chuck Falsetta 
Ken Bergman 
Dave Kiley 
Keley Taylor 
Shelley Johnston 
Michelle Nelson 
Debbie Warmbier 
Cindy Harris 
Terry Houghton 
Patty Nehl 
Arlene Snyder 
Chris Lucas 
Val Erickson 
Marilyn Wolfe 



School 
Lakes 

South Kitsap 
Puyallup 

Ft. Steilacoom CC 
Lakes 

Franklin Pierce 
Clover Park 
Lakes 

Clover Park Voc-Tech 

Franklin Pierce 

Clover Park Voc"Tech 

Clover Park 

Rogers 

Rogers 

Lakes 

Port Angeles 

Puyallup 

Lakes 

North Kitsap 
Rogers 

North Kitsap 
Washington 



263 
261 
240 
213 
193 
193 
185 
182 
178 
178 
145 



Score 

156 
154 
151 
148 
147 
140 
137 
133 
131 
131 
130 
129 
126 
125 
124 
121 
121 
115 
114 
111 
87 
83 



1 
2 
3 

4 

5.5 
5.5 
7 
8 

9.5 
9.5 
11 



Rank 

1 
2 
3 
4 
5 
6 
7 
8 

9.5 
9.5 

11 
12 
13 
14 
15 

16.5 

16.5 

18 

19 

20 

21 

22 



VII* Sales Demonstration Contest Results 
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Name 

Marty Mulchay 
Linda Dagan 
Wes Fue 
Stan Cochran 
Carol Ross 
Tom Hogenson 
Evelyn Barrientos 
Elaine Kohls taedt 
Perry Criss 
Jackie Smith 
Mike West 



School Score 

Lakes 98*75 

Clover Park 98.5 

Lakes 98.25 

Puyallup 93.25 

Washington 91.25 

Puyallup 90.5 

Lincoln 89.5 

Puyallup 88.75 

Clover Park Voc-Tech 88.5 

East Bremerton 88 

Wilson 86.25 
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Rank 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 



VII. Sales Demonstration Contest Results (continued) 



Name 


School 


Score 


Rank 


Esme Gibbs 


Lakes 


86 


12 


Marilyn Takase 


Lakes 


84.75 


13 


Herro^ino Vargas 


Clover Park 


83.25 


14 


Jami&s Riley 


Ft. Steilacoom CC 


82.5 


15 


Rich Belcher 


Ft. Steilacoom CC 


79.75 


16 


Steve Hanson 


North Kitsap 


79 


17 



The following is a list of Career Counselors for the first Area III DECA 
Conference: 



Tom Wright 
Don Elliot 
Stephanie Burlen 
Glen Graves 
Bennie Anderson 
Eldon Lindley 



Food Marke^^^»g Institute 

Hotel-Motel 

Cashier-Checking 

Advertising 

Restaurant Mgt. 

Petroleum 



Ft. Steilacoom CC 
Clover Park Voc-Tech 
Clover Park Voc-Tech 
Glen Graves Adv. Agency 
Lakevood Terrace Restaurant 
Standard Oil Co. (retired) 



The following is a list of the W-DECA guests who attended the first Area III 
DECA Conference: 



LeRoy McCartney State Supervisor of Distributive Education 

Stan Cross Chairman, W-DECA State Advisory Committee 

Tim Renberg 1970-71 State President, High School Division 

Fred Rexus W-DECA President's Advisor 




LIST OF JUDGES FOR THE FIRST AREA III D.E. CONFERENCE 

ALLEN, MRS. OZETTA (CLOVER PARK TECH GRADUATE) SALES 
INTERI(» DESIGNER - SEARS ROEBUCK AND COMPANY 
DOWNTOWN TACOMA STORE TACOMA, 98402 

BEARD, MR. DOUGLAS SITUATION 
MANAGER - RHODES DEPARTMENT STORE 
DOWNTOWN TACOMA STORE TACOMA, 98402 

BELLANDI, MR. AL E. (LINCOLN D.E. GRADUATE) SALES 
SALES REPRESENTATIVE -NEW YORK LIFE INSURANCE 
6323 SOUTH C STREET - TACOMA, 98404 

BURNS, MRS. FELICIA SPEECH 
TOASTMIS TRESS' CLUB OF TACOMA 
701 SOUTH YAKIMA AVENUE - TACOMA, 98405 

CARLSON, MR. HAROLD SITUATION 
VICE-PRESIDENT - PACIFIC NATIONAL BANK OF WASHINGTON 
LAKEWOO) VILLA PLAZA BRANCH - TACOMA, 98499 

KOSKI, MR JERRY (LINCOLN D.E. OlADUATE) SITUATION 
GENERAL MERCHANDISE MANAGER - BERNIE * S STORES 
117 WARREN AVENUE NORTH - SEATTLE, 98109 
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MITSULES, MR. LARRY (STADIUM D.E. GRADUATE) 
TOASTMASTERS' CLUB OF TACOMA 
3133 NORTH VILLARD - TACOMA, 98407' 



SPEECH 



PYLE, MR. JACK (CLOVER PARK TECH GRADUATE) 
SALESMAN FOR GENERAL MILLS 
3521 NORTH PROCTOl STREET - TACOMA, 98407 

ROSCOE, MR. DALE (LINCOLN D.E. GRADUATE) 

SALES REPRESENTATIVE - STAUFFER CHEMICALS 
3137 NORTH VILLARD - TACCMA, 98407 

SIMPSON, MRS. LINDA (STADIUM D.E. GRADUATE) 
BUYER, RHODES DEPARTMENT STCHIE 
DOWNTOWN TACOMA ST(»E,- TACOMA, 98402 



SALES 



SALES 



SALES 



SULLIVAN, MR. PAUL 

MANAGER - J. C. PENNEY COMPANY 
LAKEWOOD VILLA PLAZA STORE - TACOMA, 

WALTER, MR. JIM 

VILLA PLAZA CLEANERS - OWNER-MANAGER 
LAKEWOK) VILLA PLAZA - TACOMA, 98499 



98499 



SITUATION 



SITUATION 



WOODARD, MRS. PATRICIA (LINCOLN D.E. GRADUATE) SPEECH 
FORMER PERSONNEL EXECUTIVE FOR THREE DIFFERENT 
BANKS AND NALLEY'S INC. NOW TEACHING FOR TACOMA SCHOOLS 
1514 NORTH ALDER STREET - TACOMA, 98406 

Assisting Distributive Education Personnel from Area III: 

John Fields, Conference Co*Ghairnian (Lakes) 

Dick Parks, Conference Co^Chalrman (Franklin Pierce) 

Kcitharine Bush, Contest Co-Chairman (Stadium) 

Loismarie Doerner, Contest Co*Chairman (Lincoln) 

Corky Diseth, Sales Contest Chairman (Puyallup 6e Rogers) 

Gerald Ziebeck, Situation Handling Cont^t Chairman (Clover Park) 

Phil Royer, Impromptu Speech Contest Chairman (East Bremerton) 

Ross Bischoff , Math Contest Chairman (South Kitsap) 

Tom Schillar, DECA Activities Clinic Chairman (North Kitsap) 

Ed Hagenau, DECA Mall Activity Chairman (Ft. Steilacoom CC) 

Bill Mohler, Advertising Clinic Chairman (Clover Park Voc-Tech) 

Tom Wright, Career Area Chairman (Ft, Steilacoom CC) 

James Capelli, Holding Room Advisor (Clover Park Voc-Tech) 

John Gleason, Preparation Room Advisor (Wilson) 

Gerald Lankford, Situation Handling Contest Advisor (Fife) 

Dennis Bilov, Sales Contest Advisor (Port Angeles) 

Dick lliayer, General Coni:erence Assistant (Lakes) 

Adult Student Assistants from Ft. Steilacoom Community College: 



Jim Saint 
Ross Scott 
Martin Mayo 
Albert Turner 
Robert Rudisill 



Math Contest Scorer 

Math Contest Scorer 

Situation Handling Contest Assistant 

Impromptu Speech Contest Assistant 

Sales Contest Assistant 



Q Thanks to everyone for your efforts in making this a real great experience 
j^p^j^" for the students. 



^^^ck and John 



APPENDIX LI 



SAMPLE CONFERENCE REPORT FORM—PE AREA I 



AREA I, DISTRICT LEADERSHIP CONFERENCE 
FINANCIAL REPORT 
March 1, 1971 



173 Registrations (a $6.00 

Less Operating Expenditures 

Shoreline Coninunlty College Security $140.00 

Awards Banquet 630.00 

Coffee Break 10.06 

Flowers for Deanne 10.50 

Money order charge .85 



$1038.00 



791.41 
$ 246.59 



Inv. 


Used 


ShlDoed 




ShlDoed 


Used 


0 


1 


1 


Rev. Plaque 


32.00 


32.00 


1 


11 


12 


Gold Medals (a $2.50 


30.00 


27.50 


1 


11 


12 


Silver Medals (a $2.25 


27.00 


24.75 


1 


11 


12 


Bronze Medals (a $2.00 


24.00 


22.00 


60 


Q 


60 


Judges Ribbons (a .08 


4.80 




6 


11 


17 


1st Place Ribbons 




.88 


6 


11 


17 


2nd Place " 




.88 


6 


11 


17 


3rd Place " 




.88 


6 


11 


17 


4th Place " (a. 08 


8.16 


.88 


7 


10 


17 


5th Place " 




.80 


7 


10 


17 


6th Place " 




.80 


137 


163 


300 


Name Tags (a 7.50 per 100 


22.50 


15.00 


60 


150 


210 


Entry Ribbons (a .08 


16.80 


12.00 


43 


32 


75 


Cert, of Appreciation (a. 12 


9.00 


3.84 


9 


46 


55 


Honor Awards (a. 12 


6.60 


5.52 


0 


7 


7 


Cert, of Service. (a. 12 


,84 
$181.70 


.84 










$148.57 



Income In excess of Gcineral Costs 
Less costs of Total Awards Program 



Net Profit 



$246.59 
$ 98.02 



OR 



Income In Excess of General Costs 
Less Cost of All Awards Shipped 



Net Profit 



$246.59 
181.70 
$ 64.80 
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STUDENT LEADERSHIP CONFERENCE 



School Points 
(Total) 

Meadowdale High School 65 

Ingraham High School 32 

Mount lake Terrace - T"DECA 23 

Cascade High - DECA II 21 

Cascade High - DECA I 20 

Be 11 Ingham Tech. - Pioneers 17 

Everett High - Seagull Sellers 14 

Wood way High School 11 

Everett High - DECA Dealers 11 

Marysville High School 11 

Edmonds High - SalevS Ed« Club 8 

Arlington High - Assets 9 

Lake Stevens High 5 

Shorecrest High Highland Merchandisers 2 



ERLC 
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STUDENT LEADERSHIP CONFERENCE 
Contest Winners 



Display: 





1. 


Logan Long 


Edmonds High Sales Ed. Club 




2. 


Debbie Prather 


Lake Stevens - G.G.B'S 




3. 


Randy Booth 


Meadowdale High 




4. 


Joan Tlmmlns 


Ingraham High 




5. 


Lorraine Hicks 


Cascade High - DECA II 




6. 


Chris Gouaert 


Cascade High - DECA I 


Sales 


•* Intangible: 






1. 


Karen Prall 


Ingraham High 




2. 


Ron Ryals 


Meadowdale High 




3. 


Marji Slnghrs 


Meadowdale High 




4. 


Linda McGoldrick 


Terrace High - T"DECA 




5. 


Diana Allen 


Everett High Seagull Sellers 




6. 


Islam Heudsley 


Cascade High DECA II 


Sales 


- Soft: 








1. 


Laurie Abercrombie 


Mary svi lie High 




2. 


Dale Garrett 


Woodway High School 




3. 


Craig Furfeerst 


Meadowdale High 




4. 


Teri Short 


Bellingham Tech. Pioneers 




5. 


Debbie Martyn 


Meadowdale High 




6. 


Debbie Relmer 


Everett High * Seagull Sellers 


Sales 


- Hard: 








1. 


Bob Croffut 


Meadowdale Higjli 




2. 


Kathy Mitchell 


Ingraham: High 




3. 


Bill Rodland 


Everett High - Seagull Sellers 




4. 


Mike Dorgan 


Meadowdale High 




5. 


Ron Miller 


Everett High - DECA Dealers 




6. 


Dan Euteneir 


Cascade High * DECA I 


Math. 


of Distribution: 






I. 


Judith Matthews 


Ingraham High 




2. 


Ken Rue 


Arlington High - Assets 




3. 


Debra Elsenhauer 


Cascade High - DECA II 




4. 


Chris Doranuis 


Cascade High - DECA II 




5. 


Charleen Conley 


Cascade High - DECA I 




&. 


Jim Hochalter 


Cascade High - DECA I 


Public 


Speaking: 






I. 


Candy Moore 


Meadowdale High 




2. 


Katy Gunn 


Terrace High - T-DECA 




3. 


Linda Grothe 


Bellingham Tech. " Pioneers 




4. 


Patty Fettig 


Cascade High - DECA I 




5. 


Leroy Sperry 


Bellingham Tech* - Pioneers 




6. 


Todd Wilbanks 


Everett High - Seagull Sellers 
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situation Handling: 

1. Terry Bell 

2. Gall Hathaway 
3« Kris Cleaves 
4« Sara Rowan 

5. Chris Evers 

6. Donna Fale 



Everett High DECA Dealers 
Ingraham High 
Arlington High * Assets 
Cascade High DECA II 
Everett High - Seagull tellers 
Ingraham High 



Impromptu Speech: 

1. Lcanne Rise 

2. Sherry Staley 

3. Patty Jones 

4. John McCormick 



Cascade High 
Terrace High 
Cascade High 
Everett High 



DECA I 
T-DECA 
DECA II 
DECA Dealers 



Job Interview - Boys : 

1 • Barry Brada 

2. Dean Johnson 

3. Mike Olson 

4. Rick Riffle 

5. Robert Schwartz 

6. Monty Marm 

Job Interview • Girls 

1. Lorl Sand berg 

2. Karol Shewey 

3. Jan Fredrickson 

4. Kelli Thompson 

5. Lynn Benner 

6. Mary Lou Balloun 



DECAthon: 



1. Eileen Havens 

2. Vickl Jamison 

3. Barb Pruitt 

4. Cindl Gordon 

5. Rick Ressequle 

6. Ann Perry 



Woodway High 
Meadowdale High 
Cascade High DECA II 
Meadowdale High 
Bellingham Tech. - Pioneers 
Edmonds High Sales Ed. Club 



Cascade High DECA I 
Marysvllle High 
Bellingham Tech. * Pioneers 
Meadowdale High 
Bellingham Tech. * Pioneers 
Edmonds High Sales Ed. Club 



Meadowdale High 
Terrace High - T-DECA 
Meadowdale Hlgih 
Ingraham High 

Everett High - Seagull Sellers 
Shorecrest High - Highland Merchandisers 
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INDEX 



Activities Tally Sheet, 141 

Advisorls Packets v 11; see also Competitive Activities 

Agenda,-' 6 ' 

Appendices, 25-168 

Area Development, 3 

Area Ifap, 3 

Area Membership, 3 

Awards, 17-19 

Awards, Banquet, 42 

Awards Banquet Sample Script, 144 

:Budget, .6- 'r-yy^:::::;-; • ■^ ;■: ■'■\::.f'-;y<r^:;.r: f;.- ".■ ' ^ ■•V\ -':--:vS 

Certificates, 17 - ; ^ / . y 

Chapter Breakdown by DE Area, 31-33 

-Checklist ^pf ' Duties., 3,. 35-43: .. ' J.;':-..-: v-'^Vv^^^^ 
^.Checks'^ and'^rDoidbjU /' ''ly^^'i^^^^^^^^ 

.City! 'Locations , ■5-^'; --'^ {■'■■ • ': ' ' -^ " ' 

-Conduct iPracticeS' -and'-I^ocedutes ,'.;59''^ "^j 'y''^'-. ! V-:'-':- 

■ .Cpmpeititiye "Activities;;- - = '''-^'S' l^' '^^^^^^^ 

■ Advisor's PacketaJ^l^^ ^Iso Chiairman^s ■ Pacte^ '^■■inij. r^^^^'^^^^ 
" '• • ^ ..j Chairman:' s ' "Packets' ,. 13 37., • r^^- U : -V ^ ^ '^-5:^ ivM'^^^^ 
■ ''Drawing: for - €phtest;:Tiiiie l5.;/ ■■■^/■y^^y'':-, ''■^:^'f-'':'^'^f^^^^ 1^-^:^^$^^^^/^ 

^inai\Repprt:;jPonu.,! 163-lOS ''--y-'r-''^^^^^^^^ 
'V(Senerar';lns;tru^ ,^:'^V V'^'^;/':->: "Iv^ V;.-: 

./ JiKlgea^/ll'and ;'(69>';;- : •■'-•"/^/iV ; ■v;;V,;''v'^v-:''''';^ 
--^Judges Check-off -LiiBt,; -67; • ;':r^#'-i:- v'^^^ 

Judges' 'IniEotmationlSheet^;' 99- :^'^':';'^-^^'^v,'!;;:^i^^ 
;Hanpower Needs;/' 13-15 ; ": , ^y-, ■ ' •■•/,' ;:;;""^; ^ ■; ; vl" • - ' '^^"^^ 
; ■ --Pre-Registration' Formsy ■9,:55-5'7;:!v-^'^^'';'':v>'"^ 

Problems,' 17' ' '-r-'':'''' ''K-':^:. 

Robi^Jtiayouts, 111-135; see also Room Layouts -r^ '-'-'^' ■ '■■iX^^ 

: Sales Demonstration Customer Information o : : n : 1. 

Sheet, .101 ' ;■ ■'''•' \v VV-^':\ ; i: 

Specif ic instructions /: 
DScAthon, 89-98 ^ 
lioiiprdmptu Speech,; 91' . 
Job Interview - Boy's and (Sirl's, 95 
Mathematics of Distribution, 97 
Sales Demonstration Intangibles, 89 
Situation Handling, 93 
Do-It-Now Speech, 81 
Impromptu Speech, 79 
Job Interview -Boy's and Girl's, 87 
^ ME^thematics of bisj:ribution, 73 

Public Speaking, 77 

Sales Demonstration - Hard Lines, Soft Lines, 

and Intangibles, 85 
Situation Handling, 83 
Window Display, 75 




' TlM Bireakdoims t 107'. ■ ''^ 

Conptttitiyie jSvciuts, see also Competitive Activities 
/Conference 

■ Agenda y 6', . v>: \, ^ / ' "-v 

• .'Awrds, 17-19 
' .Budget/' 6 -. - ' 
, I)ate9 9 5 

' .-- 'Gsnes:* 17 ■ ^'' -z^'^- ' ^ •■■ :•" ^ ^ ■ •'^ 

' ^' Invitations y II.." .• ., 
Memo, 9, 49, 61 
, Regis trationv 19' : 
^ ^gistration Feey^9 • 
Registration Sheet y 149 
Report Forms, 159, 165 
Scripts, 19, 143 
Sites, 5 
Contestants, 17 

Contestant Time Sheet Samples, 107 
Cooperation, 23 

Customer Information Sbeet, 101 

DECA Msll-Proprietorshlp Recruitment Gaw 17, 137-140 
OECAthon, see also Competitive Activities 

Contestant Time Sheet Sample, 109 

Hanpower Needs, IS 

Room Layouts, 111, 113, U9, 121, 123, 127, 129, , 135 

Specific Instructions, 89*98 

Tabulation Form, 105 
Delegate Conduct Practices, 59 
Delegates, 17 

Determination of Conference Registration Fee, 9 1- 

i^istribuLlve Education Areas, 1, 29 

Do-It-Nov Speech, see also Competitive Activities 

Kanpower Iteeds, 15 

Room Layout, 125 

Specific Instructions, 81 
Drawing for Contest Times, 15 

Events, see Competitive Activities \ „ 

Facilities V 5 " ^ ^ ' ' 'l^-f^ 

Final Report Forms 

Competitive Activities, 103 ^ 

Conference, 159, 165 
FolloiHup Letters to Judges, 69 

Canes, 17 

General Instructions - Competitive Events, 71-72. 

History of District Leadership Conferences, 1 

Impromptu Speeds 

Manpower Needs, 15 
Room Layouts 

Preparation Room, 121 

Presentation Room, 123 
Specific Instructions, 79 
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Job Intervlev - Boy^t aod Glrl^s 
Manpower Itoeds^ 15 

Room Layouts 

Job Interview - Boy*8» 127 

Job Interview - Girl^s^ 129 
Specific Instructions^ 87 
Judges 9 11 

Judge^s Check-Off List. 67 
Judge's Information Sheet. 99 
Judge's Follow-up Letter. 69 
Judge's Rating Sheets, 13 

Locations. 5 

Msnpower Heeds 
DEG^thon. IS 
Do-It-Now Speech, 15 
Inpronptu Speech. 15 
Job Interview - Boy's and Girl's. 15 
Hatheastlcs of Distribution. 11 " 
Public Speaking. IS 

Sales Desonstration. Hard Llnea. Soft Lines v 
anJ Intangibles. 11 

Situation Handling. 15 

Window fiiaplay . 11 
Mathematics of Distribution 

Itenpdwer NiMds . 13 

Roosi Layout; 119 

Specific Instructions .73 
Meab. 9. 49, 61 
Mileage CSiarts . 49 

Nii Tabs — ^ 

Orientation Meeting Sanple Script. 143 

Planning for a District Leadership Conference. 2 
Pre-Begistration Foms 

Conpetitive Activities. 55 

Workshops. 57 
Problem Areas 

CoDminlcations. 1 

Leadership Deve lopnent .2 

Progran Developnent. 1 
Problems - CoB^etitive Events, 17 
Public Speaking 

Manpower Needs. 15 

Room Layout. 115 

Specific Instructions. 77 
Purposes of District Leadership Conference. 2 

Registration. 19 
Registration Fee. 9 
Registrmtion Sheet . 149 
Registration Set-Up. 21 
Reports. 23. 103. 105, 159 
Ribbons. 19 
Room Layouts, 17 
DHCAthon 



Xvproofita Speech Preparatibn Room/ 121^^^^^^^^^^^^^^^ 
InproBptu Speech Presentation Rood, 123 
Job Interviev - Boy's, 127 
Job interview - Girl's, 129 
Hsthewtlcs of Distribut^^ 
Sales Denons trat ion - Intangibles , 89 
Situation Handling Preparation Room, 111 
Situation Handling Presentation Room, 113 

Do-It-Ndw Speech, 125 ' 

Impromptu Speech 

Preparation Room^. 121 
Presentation Room, 123 

Job Interview - Boy's, 127 

Job Interview -Girl's, 129 

Mathematics of Distribution, 119 

Public Speaking, 115 

Sales Demonstration - Bard Lines, 131 

Sales Demonstration - Soft Lines, 133 

Sales Demonstration - Intangibles, 135 

Situation Handling 
Preparation Room, 111 
Presentation Room, 113 

Window Display Testing Room, 117 

Sales Demonstration Hard Lines, Soft Lines, and 
Customer Instructions, 101 
Manpower Needs, 13 
Room Layouts 
Hard Lines, 131 
Soft Lines, 133 
Intangibles , 135 
Specific Instructions, 85 
Sample Conference Agenda, 6 
Scripts, 19, 143 
Signs, 36 
Situation Handling 
Manpower Needs, 15 
Room Layout 

Preparation Room, 111 
Presentation Room, 113 
Specific Instructions, 83 
Specif ic Instructions 
DBCAthon 

Inprooqitu Speech, 91 
Job Interview - Boy *s and Girl's, 95 
Mathenatics of Distribution^ 97 ^ 
Sales DeflKmstratlon - Intangibles , 89 
Situation Handling, 93 
Do-It-Now Speech, 81 
Impromptu Speech, 79 
Job Interview - Boy's and Girl's ,87 
Mtthematics of Distribution, 73 
Public Speaking, 77 

Sales Demonstration, Hard Lines, Soft Lines, 

and Intangibles, 85 
Situation Handling, 83 
Window Display. 75 



Specif Icatlon Sheets , 13 

Suggested Guidelines for Leadership Conferences 

Districts I-VII > 1 
Supplies and Equipment, 36 

Table of Appendices, 25 

Tally Card, 21 

Tally Sheet, 141 

Tests, 17 

Time Sheets, 107 

Tours, 11 

Window Display 

Manpover Needs, 13 

Specific Instructions, 75 

Testing Room Layout, 117 
Workshops, 11 

Workshop Pre-Regls tratlbn Foxms , 57 
Workshop Speaker Check-Off List, 57 
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DECA 



Distributive»Education Gubs of America 




the beginning: 

the first official statciride meeting of ''^^asliing- 
ton-DECA 1947. 



Membership; 

No. of chapttTS 
Divisions: 



Sorvinp: 



1947 

less than 100 

members 

11 

liicth school 
division 



\ufXh school co- 
rporative DT- 



1971 

over 3,000 n;(Miib(.'rs 
125 

prop division 

hi^h school division 
rnid-niaiinj^omenl division 
collr-^into division 
rdumni division 

hi,i;h s(^h.* 'Ol prcpiiiatory 
1^1-: sUidcnls; hiiih sciioivl 
rooin.'rai :\o sliidonts: post 
socotulrjry DK students; 4 
ytvu" coIlr^(^ slud^'Hts pre- 
paring; to become I)K 
tonchor-coorciinritors: ;inci 
i nd i V i d u a 1 s \vh o ha ve 
,£^r:idiinted from n DE pro- 
urnnj. 



the future: 

state DEC/1 ojf/iccr<j met nnth K. Otto Logan, DE 
director, during tlie 1970 officer^; training conference. 
From the Icjt: Kirk White, ^jresident: Diane Smith, 
corresponding ."secretary: Ann CntrigJit., irea^iurer: 
Renee Wakkuri, recording secretary; Tom Lanion- 
reux, reporter: Dave llauge, loesiern regional vice 
president; and Logan. 



W-DECA 

an instructional tool 



Fiavini^ held its first oHk-ial slate mceliiu^^ on ..fan- 
iiary 11, 1947, the year 11)71 inarkr-d Washington 
DECAs Silver" ADnivt'r.^^ary. Tho^AC 25 years saw 
W-DECA prosper and i::ro\v while providing n quality 
program of activities for Washington stale's distribu- 
tive education students. 



In the be^^innin.q, AV-DECA chaptei's were organ- 
in ordei- to paovide the DE studtint with a op- 
portunity to ]:)artici]:)a1-e in social activities. Today 
W-DKCA actix'itie's an^ n vital j^art of th(> total dis- 
IribiUive cducalifjn pi"<;i;rain a?Kl se]'\'o the DE 
loaciK'r-corirdinator :is teach ini:^ tools in. the areas of 
hvnnan r»*lntions. leadership dev(^lo].-)irienl, profes- 
sional attitudes, civic consciousness, and social in- 
tel]iQ;<Mice. 



Sponson»d by tlie Coordinating Council for Occu- 
pational Education. W-DECA activities are contin- 
ually evaluated in terms of tlKur educational value 
in pi'cparin,^^ the DE student for his career objective. 
Tlius. the W-DEC.A program of activities is de.signcd 
to prrrv'ide learning expeiac*nces which will contribute 
to the students occupational coni[)etenco, thereby 
becomin^^ co-curricular in nature versus extra-cur- 
ricular. 




ERIC 



